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Bell System Is Geared for 


National Emergency 


More than a billion dollars a year 
have been spent by Bell System Com- 
panies since the last war to expand and 
improve the nation’s telephone system 

an important part of the security of 
the country. 

The number of telephones in service 
has doubled since 1940 and now stands 
at thirty-five million. In the same 
period, the percentage of dial oper- 
ated telephones increased from 63°; 


to 70‘ ss 


Trained, Experienced 
Operating Force 


sell Telephone employees are now 
600.000 strong. With the experience 
gained in hurricanes, sleet storms. fires 
and other disasters. they have the 
ability and spirit to handle future 


emergencies that may arise. 


In the last few years, great strides 
have been made in extending and im- 
proving Long Distance service. Thou- 
sands of new circuits have been added. 
Hut today’s high calling rates mean 
that many more must be built into the 
plant. Operator Toll Dialing and other 
new methods of making Long Distance 
calls have been developed, installed 


and expanded. 


There are nearly four million cir- 
cuit miles of coaxial cable in opera- 


tion. Fourteen radio relay networks. 


BELL TELEPHONE SYSTEM 


totaling about 8000 channel miles, are 
in service along heavily used Long 
Distance routes. A transcontinental 
radio relay route is scheduled for com- 
pletion this year. Both coaxial cable 
and radio relay are vital links in the 


nation’s Communications network. 


Meeting the Nation's 


Growing Needs 


All of this greater capacity. the new 
equipment and methods, and the many 
years of communications experience 
are now helping to meet the growing 
needs of the government for defense 
and military purposes. How big that 
job may become. no one can foretell. 
But great progress has already been 
made. and the Bell System will con- 
tinue to serve the nation with every 


resource at its command. 
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The Gest 72 Yet to Come 


You MAY THINK THIS ISSUE IS GOOD 
(we hope!), but wait till you see next 
month's. We'll report on a company 
with 3,500 employees that uses its 
ingenuity to give them the best work- 
ing conditions possible. One proof 
that Commonwealth Edison Company, 
Chicago, is a good place to work is 
that it has been chosen as one of 
America’s 100 Best Offices. 

Then there’s a story about Hard- 
ware Mutuals’ office in New Orleans, 


where modern office equipment and 
methods as well as strict rules—which 
benefit the employees—add up to fast 
accurate service to policyholders 
And don’t miss the article on win- 
ning employee enthusiasm. Why do 
people in some companies strive to do 
a little more and better work than 
seems necessary, while in other firms 
the general attitude is lackadaisical? 
You'll find the answer based on visits 
to 163 companies across the country 
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Mine Safety Appliance Co. 
told us: 


The Elliott Indexaddress 


System CONDENSES 4 RECORDS 
INTO 1 


REDUCES CLERICAL HELP 
ELIMINATES ERRORS 


Elliott address 
cards file like 
index cards 
I'welve separate pieces of 
information are typed on 
one Elliott Indexaddress 
card with an Underwood 
typewriter. Cards are filed 
alphabetically in efficient 
Rol-dex files. 


A few other 
Elliott models 


= 


ALUMINUM OF AMERICA 
1880 ELMWOOD AVENUE 
BUFFALO NEW YORK 
TX T- PRA 
O 62 2880 Ol2 031 044 0218 


Be i: 


The data above, printed by 
the Elliott Indexaddress 
stencil, contains the fol- 
lowing information: 


Customer's Name 

Shipping Address 
Credit Rating State Tax 

Price Schedule 
Industry Class City Number 
County Number State Number 

Territory Credit 
Customer's plant location (tab 

Customer's Number (tab) 


From one to three opera- 
tors handle MSA’s 26,000 
customer’s list and im- 
print every order before it 
goes to the Shipping 
Department. 


ADDRESSING 
MACHINE CO. 


153-B Albany Street, Cambridge 39, Mass. 


WER GEE 


LETTERS... 





Military Men 
To the Editor: 

I wish to acknowledge the Decem- 
ber issue of AMERICAN BUSINESS con- 
taining the article concerning “Vets 
Who Became Execs.” Since most of 
the individuals concerned are either 
my close personal friends or well 
known to me, I was very much in- 
terested in your article, which I 
thought was well presented. 

This is an excellent time for this 
article in view of the necessity for 
close cooperation and understanding 
between industry and the Services in 
carrying out the rearmament pro- 
gram as expeditiously and efficiently 
as possible.-H. F. Sarrorb, executive 
vice president, The Ohio Rubber Com- 
pany, Willoughby, Ohio 


One Customer at a Time 


To the Editor: 


May I have permission to reprint in 
The Condenser an article entitled, 
“Businesses Are Built One Customer 
at a Time,” in your December issue 

Roy DENIAL, editor, The Condenser, 
Conjure House, Detroit, Mich 


Mr. DENIAL: Go right ahead and in- 
clude the piece in your publication. 


More Working Capital 


To the Editor: 


Just a wee note to tell you how 
much we at Cooper’s look forward to 


(Courteay The Gray Manufacturing Company) 


COMMENT 





and profit from reading AMERICAN 
BUSINESS. 

In regard to the article, “Do You 
Need More Working Capital?” in De- 
cember, is factoring practicable in the 
retail trade? If so, can you tell us 
the name of the factoring companies 
nearest us?—-A. H. Cooper, vice presi- 


dent, The W. W. 


Ltd., Saskatchewan, Canada 


Cooper Company 


Mr. Cooper: Thanks for your in- 
terest. Fuller Rothschild, executive 
vice president, First Inland Credit 
Corporation, 209 S. La Salle St., 
Chicago 4, Il, has offered to answer 
readers’ questions, since he supplied 
the material for the article. You 
should hear from him soon 


Layout Kit and AB Layout 


To the Editor: 


On page 59 of the January issue of 
AMERICAN BUSINESS there is a short 
note about a portable layout kit, 
manufactured by the Gross Engineer- 
ing Company, Inc. 

Will you please send us the com- 
plete address of this company? 

The new AMERICAN BUSINESS is cer- 
tainly much improved over previous 
issues. Congratulations!—H. KEN- 
NETH WarE, production manager, The 
Kitchen Maid Corporation, Andrews 
Ind. 

Mr. Ware: Glad to give you the ad- 
dress: Three Rivers, Mich. Thanks 
for the kind words about AB’s new 
appearance. 
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The Brain at Work 


To the Editor: 

Your November issue contained a 
very interesting article’ entitled, 
“MoPac Office ‘Brain,’” by Eugene 
Whitmore, on the subject of electronic 
calculators used by the Missouri 
Pacific. 

We would like very much to have 
your permission to reproduce 500 
copies of this article for distribution 
to railroad accounting officers for 
their information. Railroads are mak- 
ing extensive use of punched cards 
and tabulating equipment and this is 
an improvement in that process. 
A. F. FREE, assistant vice president, 
Association of American Railroads, 
Washington, D. C. 

Mr. Free: Good to hear the article 
was of interest, and we hope the ac- 
counting officers will find your re- 
prints helpful 


Executive Designed Desk 


To the Editor: 

A number of months ago you car- 
ried an illustration and description 
of a new type of office desk that had 
been designed by and made for an of- 
ficial of the Bell Telephone System. 

Could you let me have another copy 
of that issue, or a tear sheet showing 
this desk and the description of it? 
Thank you. 

I have been a subscriber to your in- 
teresting magazine for a long time, 
and have profited from it. So far as I 
know, I haven't bothered you before 
this.—E. C. BLoMeyer, Chicago, Il. 

Mr. BLOMEYER: We have sent tear 
sheets of the article you wanted. 
We're glad you have profited from 
reading AMERICAN BUSINESS, and we 
hope you'll continue to do so for many 
years to come. Rest assured that it is 
never a “bother” to hear from readers 
—we love it! 


AB's New Suit 


To the Editor: 

I think the new cover and the 
changes in type faces for headlines, 
captions, and stories are fine, and I 
want to compliment you on this good 
idea.—_E. W. TWENHOEFEL, The Twen- 
hoefel Company, Belleville, Ill. 


To the Editor: 

The new format of AMERICAN BusI- 
NESS is interesting and your January 
issue is very impressive. Of course, we 
are particularly interested in the 
Allen-Bradley story and would like 
permission to reprint it. 

Again, congratulations on AMERI- 
CAN BUSINESS’ new suit.—_Tom 
TUCKER, supervisor, marketing pub- 
licity, Burroughs Adding Machine 
Company, Detroit, Mich. 

Mr. Tucker: We appreciate the 
comments on the new AB, and we're 
glad to have you reprint the Allen- 
Bradley article 
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_ for security... 


» (JARCO vase svete 


Uarco VISITOR’S PASS Register Forms meet both requirements for 
close plant security: first, they keep a rigid check on visitors at all times; 
second, they're easy to fill out—on a turntable register that’s convenient 
for guard and visitor alike. 
A typical form has three parts: one for the visitor, one for the gate’s 
permanent files, one locked in the register for checking. All three are 
written as one. All are differently colored. All carry the same serial 
number. They usually provide for recording the following information: 
. Date Uarco VISITOR'S 

. Visitor's name, connection, and identifico- 
tion 

. Citizenship 

. Whom to see and for what purpose 

- Articles carried 

. Time in, time out 

. Signatures: visitor, guard, person seen 

. Car or truck license number 


—still retaining the safe, easy 


tive no obligation, of course 


principal cities. 


LARCO 


UARCO Incorporated ise) tae) 2 644) 
Room 1621, 141 W. Jackson Blvd. 
Chicago 4, Ilinois r 

Business Forms 


Please send samples of Uarco VISITOR'S PASS Register Forms 


Firm... 


ia 


PASS forms will be 
printe d to meet any special requirements 
register 
operation. Call your Uarco Representa- 


Factories: Deep River, Connecticut; Chicago, 
Illinois; Cleveland, Ohio; Oakland, 
California. Sales Representatives in all 
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“I get my biggest haul on repeat business,” 
says the Paperwork Pirate 


HE “repeat business” we mean.is the repeated 
writing of names, descriptions, figures—any- 
thing at all that is written over and over. 
Almost every business, in every department, has to 
write certain information regularly. But now that 
writing can all be done by machine. 


Whether it’s social security numbers or parts 
descriptions—names or code numbers—they can all 
be written repeatedly at speeds up to 5,000 words or 
30,000 figures a minute! And with never an error! 


The Paperwork Pirate who represents unneces- 
sary costs in the handling of paperwork thrives on 
repetitive writing—but not if it’s done the Addresso- 
graph way. 

Let us show you how to mechanize your writing, 
save time, Cut Costs, improve employee and customer 
relations—all at exceptionally low cost. Call the near- 
by Addressograph man or write Addressograph- 
Multigraph Corporation, Cleveland 17, Ohio— 


Simplified Business Methods. 
51951 A-M 


Addressagraph 


PRODUCTION MACHINES FOR BUSINESS RECORDS 
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7 TIM Hal Business 


Executive Skill, and by that we 
mean all-round management 
ability, or the “man who can get 
things done" type of fellow, is in 
greater demand today than ever 
before. One reason for this is the 
tendency to specialize even more 
narrowly. The advertising execu- 
tive who has never bothered to 
understand the sales manager’s 
problems; the sales manager who 
boasts that he knows nothing 
about advertising or production; 
the treasurer who thinks that all 
advertising, public relations, and 
other progressive measures are 
foolishness and a needless expense 
are examples of too-narrow spe- 
cialization. We need men with 
broader concepts than this to run 
our businesses today. One of the 
things that hold men back is thei: 
failure or unwillingness to under- 
stand the problems which exist 
outside of their own departments. 


State Banking and insurance de- 
partments set up to protect the 
public are in need of investigation 
in a number of states. If the re- 
ports we receive from some insur- 
ance companies are true, some of 
these departments are pretty well 
shot through with favoritism and 
graft. Some of the commissioners 
seem to think that their own per- 
sonal interests come ahead of any 
other interests. In a recent bank 
case where a town needed an 
additional bank, a charter was 
denied, but the applicants for a 
charter were told whom to pay 
off if they really wanted to start 
a new bank. Business possesses 
more power than it realizes it has 
to cope with these conditions. An 
exchange of experience of all in- 
surance companies in_ getting 
licenses to operate in certain states 
and an exposure of conditions 
would possibly lead to a house- 
cleaning. 
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The Burroughs Adding Machine 
Company joins the ranks of in- 
dustrial giants which are decen- 
tralizing. When the company 
recently accepted a big contract to 
manufacture aircraft instruments, 
its newest plant at Plymouth, 
Mich., was turned over to defense 
production and certain other ac- 
tivities were transferred to com- 
pany facilities in Illinois, New 
Jersey, and California. More and 
more it is being found that many 
advantages accrue from stra- 
tegically situated plants in differ- 
ent parts of the country 


Charles B. Haverin, president of 
Office Executives Association of 
New York, has taken the lead in 
representing to Washington au- 
thorities the importance of office 
machinery in accelerating produc- 
tion to meet the needs of national 
mobilization. He said: “Any con- 
tract granted by the Government 
for the production of defense ma 
terials creates a demand and a 
necessity for business machines 
for it is these machines that pro 
duce the records, the reports, and 
other data that control produ 
tion.” This magazine has been 
saying for years that office ma- 
chines are the very heart of in- 
dustrial production, and that all 
production starts in the office, on 
an office machine. Many of the 
delays which occurred in the 
defense program in 1941 were due 
to inadequate office facilities. And 
no defense production can begin in 
the factory until the office ma- 
chines have begun to grind. 


Paul Willis, president of the 
Grocery Manufacturers of Ameri- 


ca, states that 86 per cent of every 


food dollar is now spent in self- 
service stores. He also emphasizes 
that 91 per cent of consumer! 


buyers go in person to the store 
to make their selections. With the 
manpower shortages now develop- 
ing and which promise to become 
worse, every manufacturer ought 
to go over his packaging and his 
store display program to be sure 
that it is in line with the increas- 
ing tendency to self-service, not 
only in food stores but in all types 
of stores. There just is not enough 
manpower to pre vide employees to 
do a selling job in retail stores. We 
cannot rely on retail salesmanship 
to move merchandise. It must be 
so attractively labeled and pack- 
aged that it will sell itself 


Foresighted Companies have 
prepared evacuation plans in the 
event of bombing. This may seem 
to be crossing bridges before we 
come to them, but men whose 
judgment in such matters is bette 
than ours have prepared detailed 
plans concerning assembly of per- 
sonnel at distant points, in the 
event of bombing, with full in- 
structions as to what to do, where 
to go, and what precautions to 
take. In some cases all members 
of company staffs have written 
plans on what action to take in 
the event of bombed-out plants. 


Defense Planning may be further 
advanced than some of us realize. 
There has not been the _ high- 
powered publicity machine at 
work in this war effort to spotlight 
every activity as it did during the 
early days of World War II. Secre- 
tary of Commerce Charles Sawyer 
asserts that in 4 months there has 
been more well-planned and con 
structive activity in the National 
Production Authority than  oc- 
curred during the first full year 
after similar organizations were 
initiated in World War IT. Whether 
the Secretary is correct about this 
we are unable to say, but fron 
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DIMENSION OF SAFETY 


for business records 


Secure. Safeguarded. Stored in a small space for perma- 
nent protection. 

That's the story of your important business records when 
Burroughs microfilming reduces them to capsule form. 
The price of this security is very low. And the time it 
takes to duplicate records on microfilm is very short. 
Thousands of documents can be recorded on one roll of 
microfilm, in as little as half an hour. 


Call your Burroughs office for complete information 
about “the new dimension of safety” in record keeping. 
You will recognize its importance. Burroughs Adding 
Machine Company, Detroit 32, Michigan. 


WHEREVER THERE'S BUSINFSS THERE'S Burroughs 


4 sk i. 


Modern microfilm equipment built 
by Beli & Howell, and sold by 
Burroughs, is the finest obtain 

Bell c Howell able. It reflects Bell & Howell's 
mmarest aC TUMER acknowledged leadership in the 


WMPORTANT WAMES IH MICROPH 
we im 


field of precision instruments for 
fine photography 
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our own observation in various 
parts of the country we are con- 
fident that much more has been 
done than appears on the surface. 


A. E. Stoddard, president of the 
amazingly prosperous Union Pa- 
cific Railroad, announces purchase 
of 10 gas turbine locomotives from 
General Electric Company. They 
will be assigned to regular freight 
service and will be tested under 
a wide variety of operating condi- 
tions. With typical railroad con- 
servatism Mr. Stoddard said: “On 
the basis of results to date, the 
gas turbine electric locomotive 
looks promising.as an addition to 
steam and Diesel-electric power. 
Tests to date have been most en- 
couraging.” It is a development 
worth watching. 


Train More Women. We visited 
an office the other day in which 
there were about 8 men and more 
than 300 women. And it is a suc- 
cessful, fast-growing, modern busi- 
ness. A more detailed report will 
be published in this magazine. The 
point of mentioning it here is that 
with more than 2.5 million men in 
the Armed Services, and the figure 
increasing daily, the manpower 
shortage will get worse before it 
improves. Get as many women into 
responsible positions as possible 
and start training present women 
for upgrading with all possible 
speed. 


Stock Up on Parts. Every com- 
pany which owns machines of any 
kind should make an immediate 
and intensive study of the possible 
future need for repair parts and, 
where possible, lay in a good sup- 
ply of them. Both parts and serv- 
icemen for all kinds of machines 
may become scarce. We suggest a 
careful survey of your part needs 
for as much as 2 years ahead. 
Then when the parts are in stock, 
attempt to train somebody to in- 
stall them in the event regular 
service breaks down or becomes 
so slow that waiting for service- 
men becomes a costly difficulty. 
There may come a time, in the 
not too distant future, when the 
ability to keep a plant or an office 
functioning at full capacity will 
depend on the supply of parts 
available. 


Every Special Pleader in the 
country seems intent on riding on 


the coattails of defense needs. 
Every Utopian scheme, every so- 
cialistic trend, every panacea of 
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the planners is, to hear them tell 
it, necessary because of the de- 
fense program. Sometimes we 
wonder just how gullible these 
promoters think we are. Nearly 
every business in the country is 
contributing to some “cause,” 
many of which are, of course, 
worthy. But others are not so 
worthy and we think it is time 
to turn down the fellows who 
make a good thing of passing the 
hat for various causes whose 
benefits are doubtful. 


President Truman's message said 
little about reducing non-war ex- 
penditures. Even some old schemes 
were brushed up and given a coat 
of defense paint to make them 
seem to be part of the defense 
program. Business has a right to 
demand that the Government 
match business in doing without 
certain things. We are constantly 
being told that business must put 
up with considerable inconven- 
ience as a result of the defense 
program. We'd feel much more in- 
clined to applaud this idea if the 
Government would agree to do 
without a few of its luxuries just 
as it asks business to do. 


Organization Manuals are being 
more widely used. As men leave 
for the Armed Services and more 
and more vacancies occur, there 
will be greater need for written 
manuals, job descriptions, pro- 
cedure charts, and general instruc- 
tions. Time spent in preparing 
operation manuals to cover every 
office job and procedure may be 
the best investment an office ex- 
ecutive can make today. “Get it 
down on paper” should be an office 
watchword today. The better we 
do this job, the less delay, diffi- 
culty, and confusion we will en- 
counter when the big turnover 
resulting from the war effort 
occurs. 


Middle-Aged Women offer a po- 
tential source of new employees 
which some office executives may 
have overlooked. Young women, 
always preferred in business, may 
turn out to be as vulnerable to 
change as men in the Armed 
Services age brackets. Young 
women are married to men liable 
to the draft; or they may marry 
soldiers. And soldiers take their 
wives with them today. Middle- 
aged women are often more stable, 
less likely to change, and certainly 
less likely to quit for minor and 
petty reasons. We know of a 
number of middle-aged women 


who had retired, and were brought 
back into active duty during 
World War II. Their work was so 
satisfactory that they are still 
employed, on what seemed to be 
temporary jobs back in 1942-1943. 


Salesmen Are Wrong in using 
the threat of shortages to urge 
customers to buy too much. A dry 
goods wholesale salesman out of 
Kansas City lost the respect of a 
small merchant recently when that 
salesman urged the merchant to 
buy 1,000 dozen white sheets im- 
mediately. The merchant well re- 
members the shortage of this type 
of merchandise during World 
War II, but 1,000 dozen sheets just 
isn’t his idea of the way to buy. 
This salesman left the store with- 
out an order of any kind because 
of his outlandish suggestion. The 
merchant lost confidence in the 
salesman entirely. But even more 
important, he lost confidence in the 
splendid house that employs him. 


Immediate Decapitation is the 
suggested remedy one subscriber 
sends us for the first employee who 
uses the old “Don’t you know 
there’s a war on?” alibi for failure 
to live up to a promise. 


Thanks, Thanks, Thanks— 
and thanks again for the many 
splendid letters complimenting us 
on the new format of AMERICAN 
BUSINESS. We believe the new type 
is more readable, looks better. The 
cover is more attractive, we are 
told. Dartnell has made two addi- 
tions to its plant since Japan threw 
in the sponge, and a considerable 
investment in new presses, type- 
setting machinery, and _ other 
equipment. We are better equipped 
to serve you than ever before. 
One of the greatest satisfactions 
in our work is the response of 
readers. To every reader who 
wrote to us in 1950 we extend our 
sincere thanks. And we welcome 
every suggestion, complaint, and 
idea you may want to send us. The 
year 1951 starts this writer's 31st 
year with Dartnell Publications. 
Each year we become personally 
acquainted with more and more 
readers. We think you are the 
cream of the crop. We hope to 
meet more of you in 1951. But do 
not wait until we call to give us 
the benefit of your ideas and sug- 
gestions. And if there is a modern 
business building or interior in 
your community that has some 
outstanding feature, tell us about 
it—it may be selected as the cover 
picture for a future issue.—E. W. 
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Harold Hoefman first worked at a 
drafting board for Link-Belt Company 


Chief engineer Richard Bergmann 


joined company after World War | 


Harry Kellogg began as accountant 
and became vice president in 1949 


Link-Belt’s Horizontal Transfers 
Keep Promotion Lines Open 





With its system of transferring supervisory employees from 
one department to another, Link-Belt makes sure there are 
no channels where a talented man can get bogged down. 


Promotions do not wait for the ‘‘man above"’ to move up 





By Wells Norris 


HERE is an expression often 

used by some of the people who 
work for the Link-Belt Company 
that “When a top executive retires, 
the company hires a new office 
boy.” 

The inference is that a vacancy 
at the top creates other open- 
ings along the line as men move up 
a step, and the job that eventually 
must be filled is that of office boy. 
The statement also indicates that 
Link-Belt seldom has to go outside 
its own organization to find a man 
of executive caliber to fill an im- 
portant position. 

A glance into the records of some 
of the executives at Link-Belt bears 
out the inference that top jobs at 
the company are filled by men who 
worked their way up from the 
ranks. For example, George P. Tor- 
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rence, president, started out as a 
draftsman at Link-Belt after being 
graduated from Purdue University. 
He worked his way up to the chief 
executive's job in 21 years. 

Another man who started at a 
drafting board is Harold Hoefman, 
vice president in charge of manu- 
facturing. He worked his way into 
sales, and held various company po- 
sitions in Chicago, Kansas City, 
Dallas, Indianapolis, Detroit, and 
Atlanta. 

Richard Bergmann, vice presi- 
dent and chief engineer, was grad- 
uated from Rose Polytechnic Insti- 
tute, Terre Haute, Ind.; served as 
an ensign in the Navy during Wor!d 
War I; and later began his en- 
gineering career as a civilian. He 
also had some experience in sales. 

Harry Kellogg, vice president and 


treasurer, started to work as an ac- 
countant for Link-Belt, and he 
progressed through a couple of 
plants before going into the general 
office as credit manager. Later he 
was elected treasurer, then secre- 
tary, and finally he became a vice 
president. 

Another vice president, D. E. 
Davidson, was a mechanical en- 
gineering graduate when he went 
to work in the shop at one of Link- 
Belt’s Chicago plants. He also 
worked at a drafting board, but 
moved into sales later and was gen- 
eral manager of one of the Chicago 
plants before being promoted to the 
vice presidency. 

Link-Belt’s vice president in 
charge of the Pacific Division 
operation, Ralph Hoffman, joined 
the company payroll in the early 
1920’s when Meese & Gottfried 
Company was purchased by Link- 
Belt. He had been working for 
Meese since 1913 after he was 
graduated from the University of 
Minnesota. His headquarters are in 
San Francisco. 

These keymen in the Link-Belt 
organization all went through 
somewhat the same procedure in 
working their way to the positions 
they hold today. Although each 
man is a specialist in a certain field, 
in most cases he has had experience 
in other phases of the business. The 
company believes in horizontal 
transfers; that is, it believes in 
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First job at Link-Belt Company for 
D. E. Davidson was in Chicago plant 


Ralph Hoffman is vice president in 
charge of all the Pacific operations 


switching a man to a job that will 
give him a chance to find out what 
goes on in other divisions. 

As an illustration, the company 
recently transferred a man, who 
had shown promise, in a plant per- 
sonnel department to the produc- 
tion side of the same plant. If he 
has aptitude in his new job, wider 
and greener pastures can open up 
for him. The horizontal transfer 
from personnel to production was 
not necessarily a promotion, but it 
indicated that company executives 
thought the man might do some- 
thing in addition to his personnel 
activities. 

In another case, a young man 
who was in shop operations in the 
Atlanta plant was transferred to 
engineering, then to sales, and he is 
now an important member of the 
South African subsidiary. 

By the time these men have had 
a few years of varied experience, 
they will know their company from 
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These workers were among 1,200 people who went through a careful selection 
program set up by Link-Belt's ordnance plant in early part of World War Il 
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This chart shows the progressive steps that a man must make before he reaches 
the chief executive's chair at Link-Belt. When someone moves up from manu- 
facturing to a more responsible position, he must have a working knowledge 
of sales too, since that division is then included under his direction. A higher 
step would require a knowledge of manufacturing, sales, and engineering, 


while the final 


every angle. And if they eventually 
reach a top executive job, they will 
not be limited in their understand- 
ing of the over-all operations. The 
accompanying chart illustrates why 


promotion would encompass 


accounting knowledge also. 


a knowledge of certain operations 
is necessary. The man who is in 
charge of all divisions certainly 
must have a working knowledge of 
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For the daily coffee breaks, this attractively furnished room is available to United Services employees. When weather 
permits, coffee is served on an outdoor patio where a picnic atmosphere prevails during the company's rest periods 


Savings From Modern Office Lower 


Cost to Policyholders 





United Services Automobile Association sells insurance 


only to officers and warrant officers in the Armed Services. 


Its functional office, modern systems, methods, and ma- 


chines reduce its costs so that it can sell for much less 





By Eugene Whitmore 


OUR retired Army colonels, two 
F porters, two printers, and an en- 
gineer are the only male employees 
of the United Services Automobile 
Association. The home office at San 
Antonio, Texas, is just across the 
street from the historic old sally 
port of Fort Sam Houston, where 
probably every important Army 
officer has served at least some time 
during the past 100 years. 

All the other 313 employees are 
women. The organization sells auto- 
mobile insurance to Armed Services 
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officers and warrant officers and to 
no one else. In its own modern 
building at San Antonio everything 
has been done to provide high ef- 
ficiency working conditions, and to 
take advantage of the city’s mild 
climate; for example, just outside 
the employee lounge and recreation 
room is an outdoor patio, equipped 
with picnic tables. Here employees 
eat lunch or enjoy a coffee break on 
perhaps all but 20 or 30 working 
days in the year. When the weather 
happens to be cold or rainy, work- 


ers use the attractive lounge inside. 

A large IBM punched card de- 
partment consisting of 6 duplicating 
key punches, 4 alphabetic key 
punches, 5 mechanical verifiers, 4 
collators, 3 electronic sorters, 4 al- 
phabetic accounting machines, 2 re- 
producing punches, 1 gang sum- 
mary punch, 1 alphabetic summary 
punch, 1 multiplying punch, and 2 
transfer posting machines handle 
all state statistical reports, accounts 
receivable, premium accounting, 
premium disbursements, invoicing, 
statements, and savings accounting. 

Colonel W. F. Jones (retired), 
who is general manager, believes 
strongly that high-level lighting is 
an important factor in reducing 
fatigue and insuring accurate work 
in any office. Shadowless, fluores- 
cent lighting with 60 foot-candles at 
work levels prevails throughout the 
offices. At every point and in every 
department, careful studies have 
been made to ascertain just what 
equipment will serve best to speed 
the flow of work with greatest ac- 
curacy and lowest cost. 

When the proper equipment is 


(Continued on page 40) 
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Kept on Cardineer files, policyholder records are al- Only about half of the big tabulating machine department 
ways ready for reference. About 126,000 cards are filed (IBM) is shown here, where most of the accounting is done 


There's a big saving in time and labor in the mailing room Part of the central typing and correspondence section is 
because of the postage meter and bundle tier shown here pictured above. Note the stationery racks on desk tops 


Two Multiliths are kept busy grinding out many forms and Specially built forms desk or rack for use in preparation 
a vast quantity of promotional, sales, and other material of policies. Every work station bears a personal name 
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Inventory Con 


HROUGH its recently installed 

inventory card control system 
Barber and Ross Company Inc., 
hardware and millwork dealer in 
Washington, D. C., doubled its turn- 
over between January 1, 1948, and 
January 1, 1950. 

The card control has brought 
about greater buyer efficiency. It 
has meant increased savings 
through better buying. Greater 
profits reflect those savings. 

The card control reduced dif- 

: ferences between physical and book 
Edwin Maust prepares a report on brass-plated door hinges from a study of inventories 18 per cent the first 
3 months’ sales as shown by the control cards, which signal various trends year, and 23 per cent the second 
year. 

The new inventory card control 
system has proved not only a prac- 
tical and profitable undertaking 
bettering the operations of every 
department in the organization, but 
it has also brought increased good 
will to Barber and Ross from sup- 
pliers and customers alike. 

Let me illustrate with a specific 
example: Barber and Ross used to 
order 25 cases of 3-inch door hinges 
regularly 2 to 5 times a month. De- 
livery took about 3 weeks. 

Studying the frequency of 3-inch 
hinge sales over a period on the 
control card, we determined that 
1,200 cases could be bought at a 
time. This move not only saved us 
$27 in freight charges and 17 days 
in shipping time, but obtained an- 
other 5 per cent discount—the sup- 
plier notified us that he could now 
plan production so that costs would 
be cut. 

An inventory clerk (above) posts a sale from a charge ticket. The card that This could not have happened be- 

is used (below) provides additional room on the other side for sales figures fore the card control system was in- 

troduced. Purchase orders by them- 

selves could not have told the story. 

BARBER & ROSS CO Only the control card giving pur- 
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ferred responsibility for reordering 
items from the department heads 
to the inventory control personnel. 
This move came as a result of our 
day-to-day facts gathered over the 
year-ani-a-half inventory control 
operation. Our control system 
proved the more reliable guide of 
the two. 

About 2 years ago we felt a de- 
pendable control that would prevent 
overstocking and _ understocking 
was indispensable. Some system of 
inventory control had to be in- 
stalled, whereby the personnel in 
charge would be responsible for 
supplying accurate information to 
the department heads doing the 
purchasing of rough hardware, 
builders’ hardware, power tools, 
hand tools, electrical appliances, 
and finished millwork products, 
such as stairways, doors, trim, etc. 
Merchandise gathering dust in the 
warehouse proved very costly. And 
uniess the card control brought to 
light an oversupply of an item such 
as high-speed drills, for example, 
how was the buyer to discover the 
cause or do something about it? 

In January 1948 we began in- 
stalling an inventory card control 
system of 14 sliding drawer file 
cases of 975 cards each. The 
drawers are light, slide easily and 
rapidly, requiring little physical 
exertion of the file clerks. This is 
Yawman and Erbe Manufacturing 
Company equipment. 

Starting out with a batch of 
10,000 of the 5- by 8-inch cards, 
we typed in the title strip. The cards 
are stiff and durable, and though 
thumbed excessively through the 
months, do not show signs of be- 
coming worn and dogeared. 

Our first step was to put under 
control 14,000 hardware items. This 
comprised 12,000 active cards to 
which postings are made at least 
once a month, 250 “inactive” cards 
of special items sold once in 6 
months, 500 cards to which postings 
are made less than once a month 
(example, power tools), 500 cards 
of items that have a quick but in- 
frequent turnover (example, a 
seasonal item like paint), and 150 
cards of dead items. 

On the control card were re- 
corded date, vendor, order number, 
quantity, net cost and discount, 
when the merchandise was received 
and in what quantity, and when and 
in what amount the merchandise 
was sold, with a recorded balance 
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trol System Doubled Turnover of Stock 





When Barber and Ross Company installed a new card con- 
trol for inventory, it not only doubled stock turnover but 
also reduced differences between physical and book inven- 
tories by 18 per cent the first year, and 23 per cent the next 





By Edwin E. Maust 


Inventory Control and Pricing Manager, Barber and Ross Company Inc. 


after each posting. On the reverse 
side of the card, monthly sales were 
noted. 

It took 3 months to get the con- 
trol system installed, but with the 
experience we have gained we now 
know it should not take longer 
than 30 days. However, about a 
year had passed before the control 
began yielding the information that 
was to change some of our buying 
methods and speed up our turnover. 

Speeding up turnover was one of 
our objectives. For the past 10 
years our turnover had not in- 
creased steadily. It was up and 
down, and ranged within the group 
of items controlled from a high of 
10 to 1.5. 

Today we keep our purchase and 
sales facts before us by using red 
and blue signals on our control 
cards. Blue signals indicate current 
sales and on items moving steadily 
blue strips will correspond with the 
current month. Dead items are 
flashed to our attention with red 
signals, which indicate trouble. 
They show that the last sale may 
have been made months ago, or 
that a sale may never have been 
made on that particular item. 

Red signals recently called to our 
attention a series of carbon steel 
drills in sizes over 1% inch that were 
not moving. We noted a popularity 
of sizes in this item from 1, inch to 
14 inch with private workshops and 
home owners, since these were ade- 
quately suited to their needs and 
much less expensive. 

Similarly, our control signaled 
us that our very expensive high- 
speed drills in sizes under an inch 
were dead items. Investigating we 
learned that these were drills in 
great demand in automobile manu- 
facturing centers. Here was the 
cold evidence of a buying mistake 


on an item not used in this part of 
the country. 

Can a business point a finger at 
its buyer for failing to keep up with 
all the facts in the picture? Cer- 
tainly not. No buyer can be ex- 
pected to remember the data on 
thousands of items. The solution 
for any business is an inventory 
control. 

Now we have established mini- 
mum figures for each item that we 
record on the control card. When a 
balance reaches that figure, re- 
ordering takes place automatically 
on items in current demand. Where 
questions arise, the department 
head is consulted. It is possible by 
means of the control card to watch 
the span between the date merchan- 
dise was ordered and the date it 
was received, for this has a direct 
effect upon minimums. If a time 
increase is noted, we take the pre- 
caution of increasing amounts on 
reorders. 

This system has proved of im- 
mense value to our sales force. In 
calling on us to determine whether 
we have a sufficient quantity of an 
item on hand or how soon we can 
get it, the sales force has spared our 
customers a great deal of trouble in 
loss of time and labor when mate- 
rials were not available. Customers, 
we find, will go along with you if 
you can give them some definite 
idea of the shipping date so that 
they can put their men to work at 
other jobs in the meantime. 

With minimums established, the 
card control guards against under- 
stocking, for understocking means 
lost sales. We used to buy files by 
the gross, ordering them automati- 
cally twice a month, but could never 
keep them in stock. Close study of 
the control card showed that we 
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Thousands of accident and sickness claims are settled every month by adjusters 
in this spacious and well-lighted office at Continental Companies’ home office 


How Office Incentive Plan Works 
At Continental Companies 





With 2,000 employees in their huge Chicago office building, 
the Continental Companies face many of the problems that 


confront businesses in large cities. The transcribing de- 


partment's incentive plan is only one of many novel ideas 





THE Continental Companies, Chi- 


cago, are in the midst of a re-_ 


modeling program that started in 
1945 and which will go on as long 
as there is need for improvement. 
It is a long-range plan and not 
extensive enough at any one time 
to disrupt office routine. 

The remodeling includes replace- 
ment of much equipment, and 
eventually 90 per cent of the desks 
in the offices will be metal. A novel 
plan is being used to decide which 
desks should be installed; that is, 
no one type of desk is to be the 
standard throughout all offices. 
Instead, each department will get 
replacements in the one model that 
it happens to have the most of— 
whether it is Art Metal, General 
Fireproofing, or Security desks. 
For example, suppose one depart- 
ment that is about to be remodeled 
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has four or five different types of 
desks, but more GF models than 
any other. In that case, all new 
desks in the department will be 
GF. The same procedure is fol- 
lowed in every department, and 
so there will be standardization 
to some extent, but more people 
will be happier with the plan of 
selection. 

The Continental Companies have 
found that their desk replacements 
have involved only three models: 
Art Metal, GF, and Security. 

Every insurance company’s op- 
erations revolve around paper- 
work, and there must be plenty 
of equipment to handle all jobs. 
With 2,000 employees in their 
Chicago offices, the Continental 
Companies keep 710 manual type- 
writers (Royal and Underwood) 
busy, plus 165 IBM electric ma- 


Life agency department was planned 
for the most efficient flow of work 


chines. Electric typewriters are 
nothing new to this huge insur- 
ance business, because they had 
one of the first machines in the 
Windy City—having bought their 
first model in 1928. 

The most modern equipment, of 
course, is not much good unless 
it is properly used and put to the 
best advantage. For this reason, 
the Continental Companies have a 
staff of seven men who concentrate 
on office systems and procedures 
in the home office and in branch 
offices. These men report to the 
controller, and they make studies 
of various operations in an effort 
to improve them. Reports are 
made, and suggested changes are 
listed so that the controller will 
know exactly what the methods 
man has in mind. When the re- 
ports are discussed and approved, 
the necessary changes are made, 
whether they are changes in per- 
sonnel, in systems and procedures, 
or in flow of work. 

The Continental Companies are 
always trying to reduce their 
paperwork to a minimum—which 
is understandable when it is 
learned that the business pays a 
$2 million printing bill every year. 

At the bottom of all this paper- 
work is the mailing department. 
Almost 3 million pieces of metered 
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Electrical equipment and efficient systems speed operations in the mailroom, 
which handles as much mail every day as the average city of 25,000 population 


mail go through the department in 
a year, which means that from 18 
to 30 mailsacks go out every day 
while 6 to 8 come in. Too, there 
is additional unmetered mail that 
is not included in these figures. 
Pitney-Bowes mailing machines 
are used in the department. 

Much of the vast sea of paper 
eventually goes into files, and the 
Continental Companies have stand- 
ardized on GF filing cabinets. 
Some records are microfilmed, and 
other copying work is done on 
photostat machines or on Bruning 
machines. 

A few years ago, the Continental 
Companies had a problem that is 
typical in many other businesses. 
In the Dictaphone department, 
girls would work a while and quit, 
with the usual excuses about the 
monotony of the work, no incen- 
tives, and too much pressure. Girls 
in the department were paid 
standard wages, but there was no 
immediate reward for extra pro- 
duction or for unusually high 
quality work. 

Continental officials had an idea 
for installing an incentive system, 
and in 1947 it was put into prac- 
tice. The plan has been running 
smoothly since that time, and ac- 
cording to W. K. Potter, personnel 
director, turnover in the depart- 
ment has been reduced to zero, 
barring the expected resignations 
from girls who marry and move 
to another city and those who 
marry and plan early families. 

The incentive plan is based upon 
the average number of cylinders a 
girl produces, plus the quality of 
her work. At the end of 3 months, 
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the total number of cylinders 
transcribed by each girl is com- 
pared with the total number for 
the previous 3 months. If there 
has been an increase in output 
and if the quality is above aver- 
age, then the operator automati- 
cally receives a_ proportionate 
raise in pay. The quality of the 
letters naturally depends upon the 
number of errors and the general 
neatness. Also taken into consider- 
ation are the tardy and absentee 
records of the Dictaphone girls 

The Companies have a _ plan 
for adjusting the rate of an ope! 
ator whose letter output goes down 
instead of up. However, there has 
been no need for this kind of ad- 
justment since the incentive plan 
was first begun. 

Someone might think that the 
incentive system in the Dictaphone 
department is not exactly fair be- 
cause of the varying types and 
lengths of letters. The opposite is 
true, for nothing could be more 
fair than the plan used to allot 
work. The supervisor of the de- 
partment parcels out the cylinders 
making sure that all girls get their 
share of the simple and difficult 
letters. Too, there is enough time 
in the 3 months’ period for each 
operator to get every type of 
letter—and thus a fair average of 
cylinder output per day. 

There are about 35 permanent 
operators in the department, as 
well as other typists and some 
part-time employees. All the Dicta- 


Continental's building towers above 
streets and overlooks Lake Michigan 


phone operators use IBM electric 
typewriters. 

Many of the problems at Con- 
tinental Companies are similar to 
those in the offices of other large 
businesses in big cities. The 2,000 
employees in the insurance offices 
are on the first twelve floors in 
the Companies’ downtown Chicago 
skyscraper. At one time, em- 
ployees could go where they 
pleased during the two rest periods 
every day. With so many people, 
however, the elevator service was 
overtaxed when many employees 
wanted to go down to a restaurant 
for coffee. The result was that rest 
periods were stretched beyond the 
normal limits, and office produc- 
tion decreased. 

The Continental Companies now 
have coffee delivered to all depart- 
ments once a day, and employees 
can buy a cup of coffee for 5 
cents. No one leaves his depart- 
ment, and there is less confusion 
and lost time. 

Even with normal growth, the 
Continental Companies must add a 
number of workers every year. In 
5 years, for example, the staff has 
been increased by 50 per cent, and 
most of these people are women. 
Since Chicago is said to be about 
the toughest labor market in the 
country when it comes to hiring 
girls, turnover and adding new 
workers can be big problems. 

The Continental Companies ap- 
parently have found the answers 
to these problems. 


One Hundred Beat Offices 








About 400 loans are made every day by this 
passed over the counter shown here. Within 


Fourteen forms are required for each loan made by Industrial National Bank, 
formerly they were typed. Now forms are produced faster and easier by Ditto 


Why Bank's Losses Average One-Third o 











When Industrial National Bank was established in 1917, 
there were fewer than 50 banks in the country. Since that 
time, the bank has made loans during depressions, booms, 
and wars, but its losses have always been amazingly small 





By Dwight G. Baird 


HE Industrial National Bank, of 

Detroit, has made nearly as 
many personal loans as there are 
people in Detroit, according to 
A. G. Ropp, executive vice presi-- 
dent. It has gone through wars, de- 
pressions, and booms. Yet its losses 
have averaged only about one-third 
of 1 per cent. 

“When this business was estab- 
lished in 1917,” Mr. Ropp said, 
“there were fewer than 50 such 
banks in the country. We had to 
learn by experience. Today, more 
than 11,000 banks in America 
make small loans to individuals. 
We think that is good. We think it 
is one of the major factors in the 
industrial growth of the nation. 
When the big commercial banks of 
Detroit and other cities decided to 
enter the small-loan field, we gave 
them all the help we could. Never- 
theless, our bank has gained 188 
places in the past 10 years—from 
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382nd to 194th place—in deposit 
standing among the 14,000 banks of 
the country. Meanwhile, our re- 
sources during the same _ period 
have grown from $19 million to 
more than $106 million. Of course 
we now do a combination of com- 
mercial, savings, and consumer 
banking, but we still like the per- 
sonal loan business and we do a lot 
of it.” 

How this institution has grown 
would make an interesting success 
story. But of greater interest and 
helpfulness to readers of AMERICAN 
BUSINESS are some of the lessons 
which it has learned, economies it 
has effected, and procedures which 
it has developed during the years. 

“Well, we can confirm the state- 
ment, which has often been made, 
that most people are honest,” Mr. 
Ropp said when asked to talk along 
these lines. ‘Treat them fairly and 
make it easy for them to pay their 


debts and they will do so promptly. 

“A large percentage of people 
have difficulty in saving money 
They can’t hold onto money when 
they get it. But obligate the same 
people to make regular payments 
on a debt and they will have little 
or no difficulty in doing so. If auto- 
mobiles were sold only for cash, for 
example, few automobiles would be 
sold. Only a small percentage of 
prospects would save enough money 
to buy a car. But those same pros- 
pects will buy cars and other things 
on payments and meet their obliga- 
tions regularly. 

“When we first entered this busi- 
ness it was customary to require 
cosigners on personal loans, so we 
required cosigners. This require- 
ment was a big obstacle and a big 
expense, for obvious reasons. After 
we had proved to our own satis- 
faction that a majority of people 
are honest, we began to relax this 
requirement. We _ reasoned that 
school teachers, for example, were 
people of good character and in- 
tegrity, with reputations to main- 
tain, so they should be satisfactory 
risks without cosigners. Then we 
tried policemen, firemen, and other 
public employees and found that 
our losses on loans to them with- 
out cosigners were no greater than 
on loans to others with cosigners. 
Dispensing with cosigners effected 
major economies for us and brought 
us more business, so we extended 
the practice to include most pro- 
fessional people and white-collar 


AMERICAN BUSINESS 





——__ 


df 
_- 


4 








a 


— 


Ss ee a nee 


— 


tS 


i 
i 





q 





(¢ bank in Detroit, and thousands of dollars are 


4 


'f | Per Cent 


10 years, resources have grown to $106 million 


workers. We now require cosigners 
on only a small percentage of per- 
sonal loans. Our losses are no 
greater and our expenses are less 
than before. 

“Similarly, we used to require 
many references and investigate 
them all. Then we realized that not 
one person in a great many would 
give a poor reference, because he 
would not get the loan if he did. 
We still require references, but we 
investigate only a small percentage 
of them. A phone call to a credit 
bureau or two usually is sufficient. 

“Quick action on applications for 
loans also effects economies, pleases 
customers, and brings us more busi- 
ness. Instead of telling applicants 
to return several days later, making 
extensive investigations, and having 
a committee pass on the applica- 
tions, while the applicants lie 
awake at night, wondering if they 
are going to get the loans, we pass 
on about 50 per cent of the applica- 
tions immediately, another 25 per 
cent on the same day, and the 
others on the following day. This 
we are able to do by employing 
loan officers who have full authority 
to pass on applications. 

“We have also streamlined our 
procedures and effected economies 
in our office work.” 

When a person who desires to ob- 
tain a loan enters this bank or any 
of its 12 branches, he is welcomed 
by a _ smiling receptionist who 
directs him to one of several loan 

(Continued on page 46) 
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Girls wearing headsets receive calls from customers and bank branches about 
accounts. Ledger cards are kept in the filing cabinets at right and in background 


Girls (above) receive applications for loans from auto dealers. This section of 
the main banking floor (below) shows loan officers talking to various customers 





How Filing Department Is Kept 
Efficient and Up to Date 





Thousands of technical reports are produced by Under- 


writers Laboratories every year, and some system for 


weeding out the many files is necessary for top ef- 


ficiency. Here is the procedure that is now in operation 





By Paul Eastman 


HE Underwriters Laboratories, 

Inc., Chicago, is a company that 
could be snowed under with records 
if something was not done periodi- 
cally to weed out its old files. 

The company tests a multitude 
of products to make sure they are 
fireproof, and technical reports are 
written for every test. There might 
be as many as 100,000 field reports, 
to say nothing of the thousands of 
letters and listing reports that come 
in and go out every year. If so many 
records were added to the files an- 
nually, with none being destroyed, 
the filing department would become 
unwieldy and inefficient. 

What Underwriters has found to 
be a workable solution to filing 
problems is to bring in a retired 
employee for 2 or 3 months, and 
with his experience and knowledge 
of the company, he can sift out the 
records that are no longer needed. 
Underwriters has some files now 


that date back to 1897, and they 
can not be destroyed. Only some- 
body who is familiar with every 
phase of the company’s business can 
decide what to save and what to 
throw away, and retired employees 
can do the job without disrupting 
regular routine. 

For the records that Under- 
writers does retain there are stand- 
ard pieces of equipment. For ex- 
ample, the walls of the file room are 
lined with Rockwell-Barnes Rock- 
A-Files, and rows of General Fire- 
proofing Super-Filers are used on 
the floors. This year alone, the com- 
pany installed almost 100 Super- 
Filers, as well as addition al Rock- 
A-Files. There are also filing 
cabinets in various other parts of 
the offices, but there naturally is 
not the concentration that is found 
in the file room. 

The file room now makes a prac- 
tice of checking out every record 





are installed. 





Underwriters’ Filing Department 
Is Efficient Because: 


1. Records are weeded out periodically by retired employees who know 
which documents should be retained and which can be thrown away. 


Filing clerks keep < eck-out slips on all records that are removed from 
the department, and only clerks are permitted to issue the records, 
thus providing close control over the files. 


. The best equipment is used for the company's particular needs, and 
Rockwell-Barnes Rock-A-Files and General Fireproofing Super-Filers 








that leaves the department. Girls 
handle the files personally, because 
the old system was to permit any- 
one to come into the department 
and get the particular document he 
needed; the person removing the 
record was supposed to leave an 
“out” card until it was returned, 
but many times the card was neg- 
lected. With so little control under 
the old system, it was easy for 
records to be misplaced. The girls in 
the filing department now have 
tight control over the many docu- 
ments, and there is little chance of 
anything being lost or misplaced. 

Underwriters’ files are an im- 
portant part of its business, and the 
entire system connected with the 
records is about as streamlined as 
it can be. Of the company’s 350 em- 
ployees in the home office in 
Chicago, the majority are en- 
gineers. These engineers test vir- 
tually every type of product that 
is on the market to see that it is 
fireproof, and results of the tests 
are dictated on Ediphones (there 
are 132 in the offices). 

Fifty girls in a _ stenographic 
room transcribe the reports, and 
they are returned to the engineers 
for revision. New reports are then 
typed and in most cases are 
Mimeographed. 

The stenographic room is a vital 
part of the procedure for getting 
reports on paper soon after they 
are dictated. Only IBM electric 
typewriters are used in the depart- 
ment because the girls tire less 
easily than they would with manual 
machines. The stenographic room 
apparently is an unusually pleasant 
place to work, for the supervisor 
who has 17 years of service—said 
that she has never lost a girl except 
where the stork is involved. Nobody 
has ever left to find another job, 
nor has anybody quit because of 
dissatisfaction. 

The girls in the stenographic 
room have the usual privileges 
rest periods in their own lounge- 
and there is no strong pressure on 
them. Too, when a new girl is hired, 
the department’s own instructor 
trains her. Music was once tried in 
the room, but the girls found that 
it interfered with their typing 
which is concerned with highly 
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technical reports—and so it was 
eliminated. 

To break up the monotony of 
continuous transcribing, the girls 
in the department are divided into 
teams, and one group transcribes 
while another handles copying work 
with the rough drafts that have 
been revised and polished up. 

While some of the space in 
Underwriters’ building in Chicago 
is given over to testing products for 
fire hazards, the office area is 
operated under conditions that offer 
almost no chance for fire to get a 
start. Every desk in the office is 
metal, including the president's. 
Desks, tables, and chairs are metal 
GF products, and the only wood in 
the place would probably be found 
in the shipping room, plus a little in 
the lobby (a few wood and leather 
chairs). Even the floors, for the 
most part, are uncovered. The con- 
crete floors do have a tile covering 
in the laboratories, where engineers 
are on their feet for hours at a time. 

The building is air conditioned, 
and ceilings are soundproofed—al- 
most a necessity with the concrete 
floors and brick walls. 


Fifty girls in this stenographic room transcribe technical reports dictated 
by engineers. The girls are divided into teams so that work can be varied 





Destroys 35 Truckloads of Old Files 


F YOU think your company needs 

a filing department houseclean- 
ing, consider this Midwestern 
manufacturing concern. Its storage 
space in the basement was literally 
splitting at the seams, and com- 
pany officials decided it was time to 
clear out old records and set up 
some kind of retention period for 
other files. 

The company called in a filing 
consultant—in this case, Chicago 
Bureau of Filing and Indexing—and 
a list was made of every record in 
the overflowing department. Some 
of the records were so old and 
musty that the girl who made the 
listing changed into work clothes 
every day and wore an inhalator 
some of the time. 

When the list of subjects was 
completed, recommendations for 
minimum and maximum retention 
periods were set up for some rec- 
ords, while others were scheduled 
for wholesale destruction. Reten- 
tion periods were dependent upon 
legal requirements and upon the 
needs of the various departments. 

The lists were checked with of- 
ficials, and changes were discussed. 
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At first, some department heads 
were reluctant to throw out any 
paper, but everybody soon agreed 
on the new program. Too, reten- 
tion periods were set up for all 
records that were not to be des- 
troyed. It was then learned that the 
longest period given to any record 
was 10 years, while the average of 
all records was 5 years. 

The greatest saving of all came 
when 50 per cent of the records 
were declared worthless. They were 
hauled away from the company in 
35 truckloads and were then des- 
troyed. The company was thus left 
with plenty of room to systematize 
the remaining records. 

Every paper left in the filing de- 
partment at the company was in- 
dexed with a location and destruc- 
tion date. In some cases where re- 
tention periods seem to be longer 
than necessary, the filing depart- 
ment supervisor is keeping a close 
check on the number of times these 
particular records are used. If, after 
2 or 3 years, these 5- or 10-year 
records are no longer requested by 
somebody in the company, their re- 
tention periods will be shortened 


For all practical purposes, a check 
is really being made of every record 
in the filing room. 

The company has now made it a 
rule to weed out its files once a 
year, and it is a simple matter of 
running through the index cards 
to determine which records can be 
destroyed. 

From the experience of this one 
company, therefore, there are a 
couple of points that are important 
in any program for cleaning out 
files. Destruction dates must be 
established and adhered to, al- 
though legal requirements concern- 
ing payroll records and other vital 
papers will automatically eliminate 
company decisions in some cases. 

An equally important procedure 
is that of weeding out files at the 
source. For example, many com- 
panies file hotel reservations, let- 
ters of acknowledgment, letters of 
transmittal, and others that could 
be tossed in the wastebasket the day 
they are received. These files are 
often called “temporary,” but the 
papers will lie in the same drawer 
for 10 years without anyone giving 
them a second glance. 
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Here Are Letterheads That Keep 
Pace with Modern Trends 


N ITS simplest form, the letter- 

head provides a quick identity of 
the writer of a letter, gives the 
name, address, and perhaps some 
clue to the type of business of the 
writer. 

This was the old conception of 
the letterhead. Today, the modern 
letterhead does a selling job and 
provides a clue as to what type of 
business the writer pursues. But it 
does more than that. The letter- 
head today reveals whether a com- 
pany is modern and progressive, or 
old-fashioned and stuffy—a wor- 
shipper of tradition, or a company 
that is looking ahead. 

A good letterhead today shows 
that the company does or does not 
understand and appreciate modern 
trends in design and color; it shows 
whether or not the company is the 
type that goes on year after year 
using the same ideas and designs; 
it provides a strong hint as to 
whether or not the company is “‘on 
the beam,” so to speak. 

Many successful companies con- 
sider the letterhead a subtle form 
of publicity which does more than 
carry a simple message. They look 
upon it as an opportunity to offer 
the reader of each letter a hint 
which conveys a suggestion of the 
company’s reputation, stability, its 
tradition and position. More than 
that it also provides, they believe, 
a suitable background for every 
written message carrying the com- 
pany’s signature. 


There are several important con- ~ 


siderations in the selection of a let- 
terhead. First, there is the stock 
or paper on which it is printed, en- 
graved, or lithographed. Let us 
make no mistake; a cheap paper 
conveys a cheap impression; a fine, 
crackly rag-content bond paper 
seems to say, “Here is a company 
proud of its reputation and anxious 
to put its best foot forward when 
it writes to you.” 

Next comes the design, the color, 
and the information included. The 
great companies, known the world 
around, tend to simplify their let- 
terheads and to wipe out everything 
but the mere name. When you re- 
ceive a letter from Swift & Com- 
pany, it is likely that only the com- 
pany name, address, and perhaps 
the name of the department from 
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which it comes will appear on the 
letterhead. Such a company as 
Swift needs no more. But any com- 
pany less widely known needs to 
identify its business or its product, 
or tell what it does or whom it 
serves. 

Where the company name itself 
identifies the product nothing more 
may be necessary. For example, 
Miller Brewing Company’s modern, 
well-designed letterhead carries no 
other copy except the address and 
the slogan, “The Champagne of 
Bottled Beer,” plus a color repro- 
duction of a bottle of the company’s 
product in the lower left-hand 
corner. 

The old-time letterhead went in 
strong for all sorts of information. 
Once it was customary to print the 
old line, “All contracts contingent 
upon strikes, fires, accidents, and 
acts of God.” This is no longer con- 
sidered necessary by the majority 
of companies. 

Another feature of the old- 
fashioned letterhead was a list of 
company officers, and perhaps even 
the board of directors. Everybody 
wanted to get into the act, it 
seemed. Then there was the in- 
evitable information about tele- 
graph codes. Most of this “spinach” 
has been wiped off the modern 
letterhead. 

In place of the officers’ names 
each officer has his own special 
stationery, with his name and title 


in small type at an appropriate 
place on the letterhead. 

The same plan has been followed 
by many companies with multiple 
departments or many different 
lines. Instead of one letterhead 
listing every product, each separate 
line of products has its own letter- 
head. 

It may seem trite to add that the 
modern letterhead usually omits the 
old bird’s-eye view of the plant— 
usually embellished with several 
plants which existed only in the 
imagination of the artist. 

Inclusion of branch plant or 
branch office addresses, once a 
“must,” is also considered obsolete 
by nearly all modern companies 
and letterhead designers. There is 
considerable disagreement about 
telephone numbers; there are cases 
where a telephone number seems 
necessary, especially for brokers, 
wholesalers, financial houses, and 
service companies whose business 
is very largely transacted over the 
telephone. 

On the following pages, we pre- 
sent a group of letterheads which 
we believe to be representative of 
modern trends. These designs are 
all good, and, while we do not pre- 
sent them as the best or as showing 
any striking new trends, we are 
convinced that they can be used to 
good advantage as a check by any 
company whose letterhead needs 
modernizing. 





Call in a good designer 
Insist on modern lettering 


Select a high-grade paper 
stock 


Buy envelopes and other 
stationery at the same 
time, and repeat the de- 
sign 


Leave off as much ‘‘spin- 





WHEN YOU PLAN A NEW 
LETTERHEAD 


ach” as possible. The 
trend is toward greater 
simplicity 

6. Consider tints instead of 
solid colors 


Use more than one color 
if possible 


Make your letterhead say, 
‘Here is a company that 
deserves your patronage”’ 
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St. Louis, Mo. “I get my work Jacksonville, Fla. ““My speed 
out twice as fast with my IBM has picked up at least 40 words 
Electric. Better carbons and a minute now that I have an 
nicer results, too.” IBM Electric Typewriter.’ 


Letters of Credit’ J 


Seattle, Wash. “I can type on 

my IBM Electric for hours 

without getting tired.” New Brunswick, N. J. ““My 
secretary turns out letters 
I’m proud to sign, proud to 
have represent me and m 
company. She types so atin 4 
faster, too, that now she 
can relieve me of much of 
my regular routine work.” 


* Excerpts from 


unsolicited letters , —— IBM, Dept. AM-1 
. ~~ 590 Madison Ave., New York 22, N. Y. 


‘= I'd like to see a demonstration of 
an IBM Electric Typewriter. 





C] Please send descriptive folder 





Company __ 





INTERNATIONAL he. MACHINES CORPORATION 





Address 
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Coca-COLA BOTTLING COMPANY 


OF ASHEVILLE, N.C. 


ASHEVILLE, NORTH CAROLINA 
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Distributing Depots: 
ALBANY. NEW YORK 
BOSTON. MASS 
BRIDGEPORT. CONN 
DANBURY. CONN 
DERBY. CONN 

FALL RIVER. MASS 
HARRISON. N Y 
HARTFORD CONN 








COTT BEVERAGE CORPORATION 


MANUFACTURERS OF 


Cott Nectar Bev 
Coll, heve 7age ¢ Zonporiitio 10n 





MANUFACTURERS OF 


- -E NERA 
e po 8x 


Gott QUALITY BEVERAGES 
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DEKALB, ILLINOIS 








These Letterheads Catch the Eye 


ICTURED on these pages are 


samples of letterheads that 
lithographers have selected as 
among the best they turn out. 

Parker Pen’s letterhead _illus- 
trates the modern trend toward 
simplicity, and the trend is carried 
out in the bottom of the letter 
(not shown) which has two lines 
of very small lettering. 

The Coca-Cola letterhead im- 
mediately identifies the product 
by using the familiar bottle and 
cap, which is probably standard 
for most Coca-Cola bottling com- 
panies. In fact, it is difficult to 
imagine any other design on a 
Coca-Cola letter. Getting into a 
slightly more complicated pattern, 
L. M. Anderson Dental Supply 
Company gives a person every 
chance to associate it with Florida. 
With maps and a palm tree, the 
company shows where its business 
is transacted. 

A good example of the new 
tendency to use tints instead of 
solid colors is illustrated by the 
Sigrist letterhead, which has the 
company name in reverse, with 
white lettering on a pale tint 
background of greenish gray. The 
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design is used on _letterheads, 
labels, invoices, statements, and 
envelopes. Another use of tint is 
found in the Courteen Seed Com- 
pany letterhead, also repeated on 
envelopes and other stationery 
forms to impress the name on the 
reader. 

Milwaukee Sentinel’s letterhead 
has some of the simplicity of 
Parker Pen’s design, but the 
Sentinel requires two _ processes, 
lithographing and blind emboss- 
ing. The red star spotlights the 
city on the map of Wisconsin, and 
the slogan, “The Newspaper Wis- 
consin Grew up With,” is also 
in red. 

It is usually a great deal easier 
to recognize a good example of a 
letterhead when the old design is 
there for comparison. Cott Bever- 
age Corporation once had a 
cluttered, unimpressive letterhead, 
and everything was printed in 
heavy type faces. The second color 
that was used did little good. The 
new letterhead varies type sizes, 
has three colors, and there is a 
modern swing to the lettering. 

While color can be used to ex- 
tremes, DeKalb Agricultural As- 











“MPL SCIENCE MONTY eI 
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sociation, Inc., has demonstrated 
excellent restraint even though 
four colors are used in its letter- 
head. The trademark identifies the 
organization’s business. 

A fresh approach in letterheads 
is found in the Popular Science 
Monthly sample. Although a great 
deal of the page is filled with 
illustrations, there is a rhythm to 
the design, and the eye naturally 
follows the pattern from the desk 
all the way around to the postman. 
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Company's Sales Records Offer 
“Fingertip” Control 





With rationing of raw materials and other Government con- 


trols confronting them, many businesses must switch their 


systems to meet varying conditions. Here is the story of 


a company that makes its changes with minimum confusion 





By Lewis Bolger 


NATIONAL and sectional distrib- 
utors, faced with the early 
prospects of apportioning limited 
stocks and of setting up systems 
for handling back orders, are re- 
examining control procedures. 

Among the first groups likely to 
feel the impact of rationing and 
other controls is the huge beverage 
industry. Hundreds of distilleries 
and breweries will be long on pro- 
duction for the defense effort 
(with alcohol essential in muni- 
tions manufacture, etc.) and short 
on supplies (grain, barley, and the 
like) for the distilling and brewing 
of beverages for civilians. 

To thousands of distributors— 
most of them sectional in their 
operations—will fall the task of 
“spreading” the limited stocks. 
And to do so, while they maintain 
something close to the type of day- 
to-day service upon which their 
businesses are built, will require 
up-to-the-minute sales, apportion- 
ment, and delivery records. 

Such “fingertip’’ management 
control is contained in the post 
World War II procedures devel- 
oped in the sales control records 
popular with beverage distributors. 

Employing the latest in manage- 
ment control principles for ease 
of posting and speed of executive 
review, their systems are, in many 
instances, so set up as to be im- 
mediately and completely as effec- 
tive in a “sellers’ market” as in 
the postwar “buyers’ market” 
boom. , 

Typical of the graphic control 
procedures developed for the dis- 
tribution organizations in many 
fields, including beverages, is the 
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many-systems-in-one equipment 
and procedures now successfully 
used by Pearl Beer Distributing 
Co., Dallas, Tex. 

A postwar system, it is set up 
to make change-overs to meet 
varying conditions merely a mat- 
ter of changing record identifica- 
tions and a few simple color and 
signal codings (used extensively 
in place of manual posting). 

When it became evident that the 
picture in the industry was turning 
again to one in which difficulties 
of supply were to be a key factor, 
Pearl’s sales manager, Pat M. 
Gaddy, decided that his sales 
records had to be real control 
records. To achieve that goal they 
had to give complete information 
in easy-to-review form on three 
important scores: 

1. Accurate and full detail as 
to customer capacity and activity 
(including a record of their use 
of promotion aid material) ; 

2. Full detail that would point 
up strengths or weaknesses in ter- 
ritorial alignment, and salesmen’s 
individual performances; 

3. Complete, up-to-date detail 
as to delivery times, route opera- 
tion, monthly summaries, and 
yearly recaps as to sales and 
returns. 

Equal in importance to Sales 
Manager Gaddy as the accurate 
and immediate compilation of 
sales control material is is his need 
to have it available in such form 
as to allow rapid, graphic inter- 
pretation of the information, so 
that he may quickly spot any 
weaknesses or “danger points’’— 
without having to wade through 


masses of unimportant or unre- 
lated data. 

Indicating that it is fully aware 
of the changing movement in sales 
management and other controls, 
the distributing company has in- 
stalled a simplified and effective 
control system whereby the rec- 
ords of its sales became _ profit- 
making and service-giving facts 
rather than a vague mass of order 
slips and accounts receivables. 

As with others in the business 
of distribution, the Texas firm 
must depend upon thousands of re- 
tail outlets, large and small. An 
uneconomic system of sales cover- 
age would entail an overlarge sales 
force. Therefore, Pearl has decided 
upon a system providing complete 
information in its sales records so 
simple that one employee is able 
to handle the statistics and post- 
ings of items concerning 2,000 
different outlets. 

With the installation of Kardex 
principles of management-by-ex- 
ception and work simplification 
through Graph-a-Matic control 
signals, the firm is assured of con- 
stant control of vital statistics. 
The full story of the firm’s sales 
operations is posted and_ spot- 
lighted for instant examination. 

An important segment of the 
Pearl record procedure is the his- 
tory of sales for 7 years, broken 
down by months. Facts noted on 
the right-hand side of the Kardex 
history card include: Account 
name, type of account, and in- 
formation on the customer’s use 
of signs and other forms of point- 
of-sale advertising material. 

In the bottom of the Kardex 
pocket a work card is utilized for 
a 1-year detail posting from 
drivers’ route books. The filing of 
cards is by driver’s route—in route 
sequence. Because the record and 
the operating method coincide, 
this adds to the efficiency of the 
system. 

The posted vital sales statistics 
are made effective instruments for 
increasing sales, making more 
profitable sales, and exercising 
sound control by the application 
of Graph-a-Matic signals in cor- 
relating information on the visible 
margin section of the detail card 
which also indexes the record. The 
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How Color Can Keep You On Your Toes 


b 

IF your output curve runs true to 
form, your most alert and productive period 
is about 9:00 in the morning. On the other 
hand, 3:00 in the afternoon is probably your 
day’s low tide—the time when your output 
curve takes a licking. 

The shift into low in the afternoon can be 
helped. Here are three things to check: (1) the 
air—stuffy rooms mean dull thinking, (2) your 
chair and desk—the wrong desk and chair will 
mean fatigue. ““Y and E” office equipment is de- 
signed for maximum working efficiency, (3) 
the colors in the room. 

You may not have thought of No. 3—that 
colors can affect your output—but they do. Psy- 
chologists have found that dull, lifeless colors 
cause fatigue—while cheerful, harmonious col- 
ors give you a lift—help keep you alert and 
refreshed all day. 

Knowing the importance of color in the 








Also Makers of Quality Filing Systems and Supplies 


YAWMAN >? FRBE MFG.(O. 


Branches and agents in all principal cities 
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office, ‘““Y and E” engineers developed a Color 
Visualizer—lets you see how any combination 
of colors in your office will look—for the floor, 
walls, and draperies. This is one of many serv- 
ices offered by “Y and E” agents and dealers. 

Mail the coupon today—and we'll be glad 
to get a Color Visualizer to you on loan—with- 
out any cost or obligation. It will let you see 
how color can make the clock say 9:00 all day. 


Yawman and Erbe Mfg. Co 

Rochester 3, N. Y 

| would like to experiment with a Color Visualizer. Please deliver one to 
me for use for o few days. | am accepting your offer of service without 
obligation on my part 

Name 

Title 

Company 


Street 


City 








size and type of accounts are 
flagged by means of plastic tabs. 
Cards are also signaled where calls 
are to be made daily. 

Pearl's executives are given im- 
portant information on the type 
and frequency of customer activity 
quickly by the position of a 
Graph-a-Matic sales-to-quota sig- 
nal on each card. This signal is 
always put in position when the 
detail card is posted. 

Further control detail is pro- 
vided in the system by the appli- 
cation of a signal at the center of 
the visible margin which shows 
whether the firm is getting its 
proper proportion of this cus- 
tomer’s business. The signal’s po- 


sition alerts the sales manager as 
to whether the customer is being 
supplied with more than normal, 
or whether deliveries are below 
the expected normal amount. 

This particular signal control 
frequently aids the sales manager 
in spotting weakening of salesman- 
ship or intensified efforts by com- 
petitors in areas where deliveries 
have fallen down. 

With the installation of its con- 
trol system, tailored to its needs, 
the firm is able to examine its 
purchasing, sales, and other opera- 
tions with an eye for efficient 
profit-making and at the same 
time catch early indications of un- 
healthy conditions within the 


structure of the sales and delivery 
operations. Still more important, 
it enables management to spot 
errors in ample time to take cor- 
rective action. 

By using a movable signal, the 
management can quickly deter- 
mine if an account has stopped 
buying or if a driver has missed a 
stop. Immediate action can then 
be taken to see that the customer 
is served or resold. 

Pearl’s management now has 
complete confidence that customers 
will be serviced consistently, that 
sales will be maintained, and that 
vital information on special fac- 
tors in the sales of its products 
is always at hand. 





Trailer Office Pays for Itself on 


The construction shanty that was an eyesore around new building projects is 
becoming a thing of the past with mobile offices outfitted with built-in desks 
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Second Job 


UST as the construction industry 

has taken to wheels with rubber- 
tired cranes, tractors, and other 
equipment, so it is with field offices 
these days ... and in a big way! 

F. H. McGraw & Company, New 
York, Hartford, and Chicago, has 
purchased its fifth de luxe trailer 
and converted it to a full-blown 
field office, complete with built-in 
desks, cabinets, heating system, 
shower and toilet facilities. This 
trailer is now being used on a 
power plant project at Norwich 
(Conn.) State Hospital, and Super- 
intendent James Grady _ reports 
that it is easily the most adequate 
as well as the most comfortable 
field office he has ever had. The 
trailer also serves as an office for 
the job engineer and accountant. 

The trailer, an Elcar de luxe 
model, came equipped with sink, 
sofas, refrigerator, and other home 
conveniences which McGraw me- 
chanics replaced with more utili- 
tarian office equipment. To allow 
maximum space, shelves, cabinets, 
and desks were built in. It has two 
front and rear, to avoid 
congestion in the center aisle. Cost 
of the trailer was more than 
$3,000 but allowances for house- 
hold accouterments brought the 
price down to under $2,600. 

McGraw’s experience with the 
trailers—the company has _ been 
using them for more than a year 
—has shown that they effect great 
savings over a relatively short 
period of time. Conventional field 
offices can cost anywhere from 
$750 to $2,000. At this rate the 
trailer will pay for itself on the 
second job. 


doors, 
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“What! You've finished those 


3000 bulletins already ?., 





YES, MR. BARR. 
| ONLY NEED TO >, 2 
cut OnE stenci. @ 
FORASMANYAS 
5000 COPIES ON 
HAMMERMILL 
MIMEO-BOND 


¢3 








That’s right! On Hammermill Mimeo-Bond you get as many as 5000 copies 
from a single stencil—and every one of them clear, clean, sharp, easy to read. 
On this specially processed mimeo paper you turn out bulletins, reports, price 
lists—any kind of mimeographed mailings — that invite reading and create sales 
And Hammermill Mimeo-Bond comes in white and seven distinctive colors, 
enabling you to put your message on a “signal system color”’ readily 
identified as your own. 
Test Hammermill Mimeo-Bond. Send the coupon for 100-sheet 
test packet. With it we'll include the Hammermill idea-book, 
“Better Stencil Copies.” { 
hs You can obtain business print- 
aawMERM yy) ing on Hammermill papers 
' LD wherever you see this shield 100-SHEET TRIAL 
\ paovrens on a print shop window. Let PACKET OF HAMMERMILL 


it be your assurance of quality 


printing. MIMEO-BOND. 


AMMERMip; | =: 
A 1467 East Lake Road, Erie 6. Pennsylvania 
i MIME O-BOND Please send me — FREE —the 100-sheet packet of Hammermill 
ncaa, , ; ’ Mimeo-Bond and a copy of “Better Stencil Copies.” 


Name 


Position 





LOOK FOR THE WATERMARK iT ts 


Please attach to, or write on, your business letterhead AB-FEE 


HAMMERMILL'S WORD OF HONOR TO THE PUBLIC 
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Ten Companies Illustrate Ten Points 
That Are Ideal for Management 


HE best points of 10 leading 

companies in the United States 
combine to illustrate the ideal of 
“excellent management,” accord- 
ing to Jackson Martindell, presi- 
dent of the American Institute of 
Management, New York, whose 
organization recently completed a 
study of 2,000 corporations and 
awarded “Certificates of Manage- 
ment Excellence” to the top 238. 

Each of the 10 companies re- 
ferred to by Mr. Martindell, in a 
report on “How to Appraise a 
Management,” received a perfect 
score for 1 of the 10 factors used 
in the appraisal. The companies, 
and the spheres in which they ob- 
tained the top rating, are as fol- 
lows: American Telephone & 
Telegraph Company, New York, 
for economic function; General 
Motors Corporation, Detroit, for 
corporate structure; U. S. Plywood 
Corporation, New York, for health 
of earnings growth; The Pennsyl- 
vania Salt Manufacturing Com- 


pany, Philadelphia, for fairness to 
stockholders; Merck & Company, 
Inc., Rahway, N. J., for research 
and development; General Foods 
Corporation, New York, for con- 
stitution of its board of direc- 


tors; E. I. du Pont de Nemours, 
Wilmington, Del., for its fiscal 
policies; Standard Oil Company 
(New Jersey), New York, for 
production efficiency; The Grand 
Union Company, New York, for 
sales vigor; and The Procter & 
Gamble Company, Cincinnati, for 
the caliber of its executives. 


“The starting point of manage- ~ 


ment evaluation,” the A.I.M. re- 
port explains, “is to estimate the 
relative importance of the eco- 
nomic function which a manage- 
ment performs and what steps 
have been taken to achieve it. By 
and large, good functions help 
both to create and attract good 
men. The American Telephone & 
Telegraph Company is perhaps the 
best example of a corporation en- 
gaged in so serious an economic 
function that if that company 
were to vanish overnight, the na- 
tional economy would be seriously 
damaged. 

“It is possible for a company to 
be concerned with the most vital 
economic functions and yet have 
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a corporate structure that prevents 
that function from being carried 
out. Perfect score in this division 
is accorded to the General Motors 
Corporation, which contributed 
one of the greatest of modern 
boons to man—the systematic, in- 
telligent, and planned form of 
corporate organization.” 

Health of earnings growth, the 
report advises, involves consider- 
ably more than’ uninterrupted 
earnings, even in depression years, 
because increased earnings should 
be obtained through sound man- 
agement practices rather than 
mere population growth. “The 
growth of U. S. Plywood has come 
about mainly through the reten- 
tion of undistributed earned sur- 
plus and its transformation into 
sound earning assets, which have 
been wisely employed.” 

Fairness to stockholders is im- 
portant, the A.I.M. analysis con- 
tinues, because it assures investors 
that their personal gain will 
justify the financial risk. ‘Con- 
trary to popular impressions,” the 
authors point out, “this fairness to 
stockholders is not determined by 
the size of current dividends 
proportioned to current invest- 
ment. Consistent fairness  out- 
weighs yield as an inducement to 
invest. The Pennsylvania Salt 
Manufacturing Company, which is 
fifth in terms of years of unin- 
terrupted dividends among all the 
companies on the New York Stock 
Exchange, raised no new perma- 
nent capital over a 35-year period, 
issued no preferred stock in almost 
a century of expansion. 

“The well-managed corporation 
must stay abreast of all develop- 
ments in its industry. It must also 
create new products, new methods, 
and new markets, which will sus- 
tain new earnings as unexpected 
competition arises and _ enlarge 
those earnings through the cre- 
ation and satisfaction of new 
public wants. Merck & Company’s 
healthy attitude toward research, 
and its growth in sales from $20 
million in 1939 to almost $74 
million in 1949, through concen- 
tration on research, makes Merck 
deserving of a perfection rating in 
this division.” 

An enlightened board of direc- 


tors, and especially one on which 
“outside’’ members predominate, is 
essential to management excel- 
lence, as defined by the Institute. 
“General Foods Corporation,” the 
report comments, “is representa- 
tive of what we consider to be as 
close as possible to perfection in 
the constitution of a board of 
directors.” 

“The fiscal policies of a corpora- 
tion must be examined carefully 
before passing judgment on its 
general management. The dissipa- 
tion of funds or the unwise bor- 
rowing of large sums for unwar- 
ranted construction may appear to 
be matters of temporary misjudg- 
ment. But wise fiscal policy is at 
all times consistent, coordinated, 
and devoted to the single end of 
preserving the corporation from 
unnecessary stresses. Du Pont is 
outstanding in fiscal controls. Its 
methods, whereby the costs and 
profitability of every item can at 
all times be known, have been 
copied by leading corporations.” 

A company’s production effi- 
ciency is reflected in the quality 
of its employee relations, accord- 
ing to this study which lauds the 
Standard Oil Company (New 
Jersey) for its achievements in 
this sphere. 

A company’s ability to market 
what it makes, and to keep on 
raising its sights by expanding 
demand for its products, is another 
measure of its management’s ex- 
cellence, according to the Institute. 
The Grand Union Company is used 
as a perfect example of “sales 
vigor” in this study because of its 
innovations in bulk selling, concern 
for customer convenience, staff 
training, advertising geared to 
local buying power, and other 
management practices. 

“Of all 10 functional divisions 
of the management analysis,” the 
report concludes, “the most impor- 
tant is executive evaluation, which 
shows whether the executive group 
operates as a team. The other 9 
factors express the thinking and 
actions of the executive officers.” 
The Procter & Gamble Company 
is cited as a perfect example in 
this respect because of its execu- 
tive development program and 
policies. 
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Do you know how many Sos a 
you requise to get your orders ship an 
billed? Yes{] Nef) 


1 
2 
3 
4 
5 
6 
7 
8 
9 





Have you investigated recently to see if writ- 
ings are being made which can be eliminated? Yes[_] No[_| 


Are orders sent in by your branch offices or 
salesmen rewritten in your Office? ..............000- Yes[) No) 


Are shippi i 
- : pring addresses retyped on your bills Yes(] No] 





Are these same addresses again rewritten on 
your tags and labels? Yes{] No[] 





Are your invoices written separately from 
your shipping orders? Yes() No[) 





Whena ial shipment is made do you write 
a new hi ping order to cover items back- 


ordered? Yes[] No[} 


Do you write a new set of billing copies 
covering each back order shipment?................ Yes[] No[} 





Do you post each individual invoice to your 
accounts receivable ledger?.............:0c0s-cs0-00 Yes[) No[} 


Try this quiz. Learn how your 
Order-Billing System ; 
! 1@ Would you like us co send you folders which illustrate 


how you can eliminate all retyping, on original and 
back orders, eliminate posting to accounts receivable’.......... 


i 

' 

' 

! 

ry lf answer is Yes’, fili in and mail to Yes No Oo 
i LJ 

; Ditto, Inc., 625 S. Oakley Bivd., Chicago 12, Ill 

! 

: Name____ 

! 

! 

I 

{ 

t 

| 

' 

' 

' 
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TRADE MARK REG, U, S, PAT. OFF, Firm 


Address 





DITTO, Incorporated 
625 S. Oakley Bivd., Chicago 12, Ill. 


City State___. 
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Swift Makes Friends by Thanki 
Stockholders for Proxies 


BUSINESSMAN recently re- 

ceived a copy of the accom- 
panying letter from Swift & 
Company. He has sent hundreds 
of proxies back to managements 
that have solicited them, but this 
is the first time he has ever re- 
ceived a “Thank you.” 

Swift has cleverly made _ the 
letter do several things: Serves as 
a covering letter for the annual 
report (thus getting better reader- 
ship); gives the stockholder a pat 
on the back; and mentions the gift 
(celluloid calendar) that was a 
token for the returned proxy. 

One result of the letter is that 
there will be a larger percentage 
of stockholders who will return 
proxies next year. Too, the letter 
will help cement stockholder re- 
lations, and it is an inexpensive 
way of buying good will. 

As one of the people who re- 
ceived the letter said, “It is one 
of those things we all realize 
should be done, but most of 
us don’t.” 

Stockholder relations are being 
given more and more considera- 
tion, but only the surface has been 
scratched so far. The increasing 
numbers of stockholders who at- 
tend annual meetings is evidence 
of the interest that people are tak- 
ing in their holdings. 

Allegheny Ludlum Steel Corpo- 
ration pleased its stockholders 
recently by asking them what type 
of annual report they would pre- 


fer. The majority, surprisingly. 


enough, voted for a simple, un- 
adorned report that makes no use 
of many colors and fancy frills. 
Since a large number of stock- 
holders took time to send in their 
ideas, it apparently was an indi- 
cation that they were pleased at 
the request. Within a few days 
after the questionnaire was mailed, 
more than 24 per cent of the stock- 
holders returned the form, and 
many more were expected. 

The American Institute of Man- 
agement has made. studies of 
companies that display fairness 
toward stockholders and has found 
that most chemical companies 
have been consistently fair in their 
dealings with stockholders. The 
chemical companies have been 
able to attract public investment 
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funds which do not bear as large are held by the larger corpora- 
a current dividend yield as those tions every year will understand 
of other enterprises. The investors the importance of dealing fairly 
realize that as the industry ex- with people who own a part of the 
pands, some of the benefits will business. Many times it is the 
go to those who first bought a person who owns only a share or 
share of the business, and they two of stock who stands up and 
apparently like the treatment they makes the biggest demands, but 
get from the chemical companies. even one person can often find a 

Sending a “Thank you” letter few others to agree with him, and 
as Swift did, of course, is only a a definite problem can be created. 
small part of an over-all policy, It certainly is impossible to say 
but it is an indication that the that a company can please all of 
company is not taking too much its stockholders by following a set 
for granted. Most firms would as- pattern. But when it is as easy 
sume that it is in the interest of and inexpensive to make them 
the stockholder to be at the an- happy by writing a brief letter 
nual meeting himself or at least the way Swift did, it is surprising 
send in his proxy. that companies permit their stock- 

Anybody who has sat in on some holders to remain unhappy very 
of the stockholder meetings that long. 


Swift & Company 


UNITON STOCK YARDS + CHICAGO 9, ILLINOIS 


December 31, 1950. 


To the Shareholders of Swift & Company: 


A copy of the 1950 Swift & Company Year Book containing 
our annual financial report was mailed to shareholders beginning 
December 18. On that day our Secretary also mailed to all share- 
holders of record December 11 a notice of the 66th annual meeting 
of shareholders of Swift & Company, to be held January 18, 1951 
together with a proxy and proxy statement. 


The response by our shareholders to our request for 
proxies has been excellent. I wish to thank those who have given 
us this tangible evidence of confidence for their courtesy and 
cooperation. We hope proxies will continue to come in. Sending 
them does not prevent attendance at the meeting, and we hope many 
shareholders will attend. 


A 1951 pocket calendar is enclosed. We hope it will 
prove useful and will also serve as a reminder of a long list of 
Swift & Company products available at your local store. 

My associates on the Board of Directors join me in 
extending to you sincere wishes for your good health and ha 


ness in the — year, and we hope to see many of you at the 
meeting January 1 


Very truly yours, 


Chairman of Board 
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Getter TWaua gement — 1957 


That’s the all-important theme of the 


9th ANNUAL MIDWEST SEMINAR 
and OFFICE EQUIPMENT DISPLAY 


FEBRUARY 26, 27, 28 & MARCH I 
STEVENS HOTEL 


sponsored by 
OFFICE MANAGEMENT ASSOCIATION OF CHICAGO 


(Chicago Chapter of National Office Management Association) 


and NORTHWESTERN UNIVERSITY 


coeoeoeeeeee eee eee PROGRAM ©** ee ee ee © © © @© © @ 


Monday Noon, February 26 Tuesday Afternoon, February 27 
Annual Luncheon A LOOK AT THE MANPOWER PROBLEM 
THE PROBLEMS OF MANAGEMENT Wednesday Morning, February 28 


1:30 P.M. ESTABLISHING A BUDGET 


OFFICE EQUIPMENT DISPLAY OPENING and 
WE HAVE A BUDGET—WHAT NOW 





Monday Afternoon, February 26 


MANAGEMENT PLANNING AND CONTROL Wednesday Afternoon, February 28 


THE OBLIGATION OF MANAGEMENT 
Tuesday Morning, February 27 TO BE COMPETENT 
HOW TO CONTROL THE APPLICATION 
OF PRODUCTIVE MAN HOURS 
and Wednesday Evening, February 28 
HOW TO CONTROL METHODS Annual Banquet 





and 
DEVELOPMENT OF YOUNG EXECUTIVES 


Attendance at the Seminar by supervisory personne! is of vital importance. Practical application and 
operation of company policy at the employee level is an essential responsibility of supervisors. Office 
managers are urged to REGISTER their SUPERVISORS EARLY. 





For Full Information on all phases of the Seminar 


and other activities call or write: OFFICE EQUIPMENT DISPLAY 
Office Management Association of Chicago IN CONJUNCTION WITH 
105 W. Madison St. SEMINAR 
Chicago 2, Illinois 72 exhibitors will show the latest in office 
ADMISSION BY TICKET ONLY machines, devices and services in 38,000 
SECURE YOURS FROM YOUR Saaue oiaenieal cad queatad aii. 
OFFICE SUPPLY HOUSE a ac 


OFFICE MANAGEMENT ASSOCIATION OF, CHICAGO 
(Chicago Chapter of NATIONAL OFFICE MANAGEMENT ASSOCIATION) 
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Alert Employee Saves 91 Per Cent 
Of Stenographic Time 





A suggestion made by an employee of Fisher Body Division 
eliminated many steps in the company’s order procedure, 


thereby saving time for the buyer and for Fisher. The basic 
principle of the system is a yearly blanket purchase order 





By R. G. French 


GOOD example of how paper- 

work can be reduced im- 
mensely by giving some thought 
to the procedures involved is pro- 
vided by the die and machine plant 
of Fisher Body Division of General 
Motors. There Lawrence F. Reno, 
an alert employee in the purchas- 
ing department, submitted a sug- 
gestion which resulted in a net 
saving of approximately 91 per 
cent in stenographic time and 
about 75 per cent of the buyer's 
time. 

Under the former procedure an 
order for castings originated in the 
plant as a purchase requisition. 
This was sent to the purchasing 
department in the Fisher Body 
general offices which selected the 
foundry and issued the necessary 
purchase order to the vendor. The 
procedure involved transfer of 
specifications and other informa- 
tion listed on the requisition to a 
purchase order and the issuance 
of six to eight copies of the latter 
form to accounting and other 
departments. 

Under Reno's award-winning 
plan, a blanket purchase order now 
is issued once each year to the 
outside source from which Fisher 
Body normally procures castings, 
terms and prices being agreed 
upon at that time. Against this 
blanket order, the plant issues ma- 
terial shipping releases from time 
to time as required. In ordering 
the castings, the plant submits the 
original and five copies of the re- 
lease form stating the part num- 
ber, type, and quantity desired. 
The purchase requisition has been 
eliminated. The purchasing depart- 


32 


ment then determines the source 
of the castings, inserts the sup- 
plier’s name and blanket purchase 
order number, and forwards the 
original to the vendor. Duplication 
of information listed on _ the 
blanket order is eliminated. 

The $1,000 that Lawrence Reno 
received for his suggestion is the 
top award given by General 
Motors, except in special cases. 
The GM suggestion system was 
originally begun as a war measure 
during World War II, but it is now 


eS 


~ ae 


as successful as it was years ago. 

During the first 6 years of GM’s 
system, a total of 457,103 sugges- 
tions were submitted, and 101,835 
were adopted. That means that 
about 1 in every 4 suggestions is 
put into practice. For these ideas, 
GM paid its employees $3,910,247. 
At that time, the company was 
receiving about 4,500 suggestions 
every month. 

The average value of the awards 
apparently remains fairly con- 
stant. During World War II, the 
awards averaged $38.85, while 2 
or 3 years after the war the 
awards averaged only 2 cents less. 

There are several classes of 
suggestions at GM, depending upon 
the saving that is realized because 
of the idea. There is a class for 
suggestions that improve quality, 
that save labor, that save produc- 
tive material on one employee's 
job, and that save productive ma- 
terial on other jobs. There is also 
a special award classification. 
Amount of awards is generally 
figured as a certain percentage of 
the savings within a set period 
of time. 


One month's paperwork is just a few sheets of paper as a result of a suggestion 
made by a Fisher purchasing department worker who got $1,000 for his idea 
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wei DELIVERING | INVOICING 


mine 


N DELIVERY 
Lows 


FREIGHT WAYBILL 


He comes up—costs go down 
- «on the dotted line 


Continuous Interleaved 
Typewriter Forms 


THIS MAN goes to the mines at seven in 
the morning. He cuts his quota of coal, 
comes up the shaft, reports, goes home, 


But on a printed piece of papef, 
identified by a dotted line, every oper 
ation of the coal miner’s day must be 
recorded. Other business forms, with 
the same dotted line, follow the ship- 
ping of the coal to the wholesalers 
(6-part Freight Waybill)... the invoic- 
ing (10-part Colliery Invoice) the 
delivering to home and factory (3-part 
Delivery Receipt) 

Moore's dotted line is more tha 
a perforation. It is a force that rung 
through an organization, strengthens 
ing efficiency, cutting costs, speeding 
up service. Put to work in all depart- 
ments, it simplifies operations in every 
department 

Let a Moore representative show you 
successful results in companies like 
yours. Or write any headquarters 
Niagara Falls, N. Y.; Denton, Texas; 
or Emeryville, Calif 


MOORE = 


BUSINESS FORMS, INC. 


Offices in over 200 cities. Regional! factories and distri- 
bution points in Canada also + * * THE RIGHT 
BUSINESS FORM FOR EVERY FORM OF BUSINESS 
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A SERI 


lia Glad my 


resstaHuce 


60 CRESTLINE Flat Top Desk 


Litke most company presidents, IT have a reputation for being a 
tough man to sell. But one day when my resistance was low | 
bought a complete installation of Security CRESTLINE Furni- 
ture. | was afraid I'd been a little hasty until this morning when 
our best prospect became a customer. Among other things which 
clinched the contract, he remarked: “I like the looks of your 
place . . . shows efficiency ... good place to do business.” Our 
investment in CRESTLINE (pleasantly modest, by the way) 


paid for itself then and there. 


SECURITY STEEL EQUIPMENT CORP. 
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Link-Belt's 
Transfers 


(Continued from page 9) 


manufacturing, sales, engineering, 
and accounting. When a _ person 
moves up out of manufacturing, his 
scope widens to include sales, and 
he naturally must know a great 
deal about the division before he 
can direct its activities. 

If the same man moves ahead 
into a higher bracket, his scope 
then takes in manufacturing, sales, 
and engineering. The final jump 
would include accounting. It is 
fairly easy for Link-Belt to get a 
young engineer and give him 
enough horizontal transfers so that 
he can become familiar with opera- 
tions in engineering, sales, and 
manufacturing. Many of these men 
then supplement their training with 
accounting classes at university 
evening schools. 

There are other advantages of 
horizontal transfers, which are 
primarily made within plants at 
lower levels of supervision but are 
often made between plants at 
higher levels. With a _ horizontal 
transfer, Link-Belt can keep a 
talented young man in a position 
where he can always move higher; 
that is, he is always promotable. 
He will never be placed in a spot 
where he will have to wait for the 
man above him to move up before 
he can get another promotion. 

Link-Belt gives its new men a 
chance to work in various depart- 
ments, too, and this practice brings 
out an employee's special interests 
and helps fit him into the right 
job. At the same time, a new 
worker gets a taste of every major 
operation at the company. 

Several engineering graduates 
are added to Link-Belt’s payroll 
every year, and these trainees go 
through a program that might ex- 
tend as long as 21 years, depend- 
ing upon individual needs as well 
as the aptitudes demonstrated. The 
trainees spend time in various di- 
visions before the:company decides 
where they will be placed for more 
concentrated training. 

The company’s 15 separate and 
autonomous plants can provide al- 
most any general or specialized 
training. A world-wide business in 
elevating, conveying, and mechani- 
cal power transmission machinery 
is done by Link-Belt, and total sales 
annually are about $100 million. 
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The biggest plant has about 3,500 
employees, while the smallest has a 
payroll of about 100. Each general 
manager runs his plant as if it were 
his own business, making his day- 
to-day decisions, and being respon- 
sible for his plant’s profit and loss. 
Thus, a trainee can gain a wealth of 
experience by working in different 
plants, and ghen he can make com- 
parisons of various procedures. 

Even though a company has the 
best training program in the coun- 
try, it is not too helpful unless 
there is a careful system of choos- 
ing the right men for certain jobs. 
In any group of men, there are 
likely to be some who will be con- 
tent to remain in a position with 
an average salary. If moved up to 
greater responsibilities, they might 
become unhappy, and that could 
affect their work and the work of 
those people who work for them. 
Therefore, it is naturally impor- 
tant for a company to know which 
men should be placed where for the 
best results all around. 

Link-Belt has a technique for 
placing its men, and although it is 
fairly simple, it does the job well. 
In the company’s executive offices in 
downtown Chicago, there is an or- 
ganization chart that has the names 
and ages of all supervisory per- 
sonnel. Before anything is done 
about a vacancy in the higher 
supervisory positions, officials of 
Link-Belt go over the 1,000 or so 
names on the chart and make a list 
of from 6 to 12 candidates. If there 
was an assistant on the job that is 
open, his name might be included 
as a candidate; but no man moves 
up into a spot just because he was 
the assistant or because he was the 
“obvious choice.” 

When all things are considered 
including age, experience, prefer- 
ences of the man to whom the 
selected employee will report, as 
well as many other points that 
Link-Belt executives include—then 
someone is chosen for the job. When 
the choice is finally made, the 
group is sure that the best man is 
in the position. 

Link-Belt’s training program, 
system for promoting employees 
and procedure for providing ex- 
perience in every phase of the com- 
pany’s operations are all important 
factors in the success of the com- 
pany. None of these things, how- 
ever, would be of much benefit un- 
less a good personnel selection pro- 
gram were followed. It is necessary 
for the company to hire the best 
employees that can be found if the 
related programs are to be suc- 
cessful. (Continued on page 38) 
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simple change... 


gives you better photocopies 


NEXT TIME... insteadof ordering 
“paper” for your office photocopie1 
make it a point to specify new 
Kodagraph Contact Paper 

You'll know this change is for the 
better when you see your first batch 
of photocopies. Your letters, charts, 
and other work will be reproduced 
in dense photographic blacks, clean 
whites . . . with new sparkle and 
legibility. Easier on the eyes, defi- 
nitely .. . and Kodagraph Contact 


Paper is much easier for your op- 
erator to process, too. 

Trial-and-error testing . . . and 
split-second timing are things of 
the past, because this new Kodak 
paper has wide latitude and amaz- 
ing uniformity—from sheet to 
sheet, package to package. This, of 
, cuts your re-make costs 

But see for yourself. Just specify 
new, low-cost Kodagraph Contact 
Paper next time! 


course¢ 


(Kedagraph Contac? Raper 


“THE BIG NEW PLUS’’ IN THE OFFICE-COPY FIELD 


Mail coupon for 
free booklet 
-” of 


Gentlemen: Please send me a c¢ 


duction”... 
Name 
Department 
Company 
Street __ 
. _ 


State— 


EASTMAN KODAK COMPANY 
Industrial Photographic Division 


Rochester 4, N. Y. 


Modern Drawing and Document Repro- 
your new, free booklet giving full details on Kodagraph Contact Paper 


TRADE-MARK 





IT’S 
TELEVOICE ! 


| LPERFECTED BY 
EDISON- 


f THE ANSWER 


| 0 THE 

RISING COSTS OF 

| WRITTEN 
COMMUNICATIONS! 
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Believe it or not... 
this IS a 
Dictating Instrument! 























The smallest... lightest... simplest 
and most inexpensive 
Dictating instrument ever invented! 


a 


/\ 4) 
le iT S be cons HISTORY-MAKING stride, Edison has advanced instru 


ent dictation years ahead of anything ever before offered! 
Epison TeLevoice System is an entirely new facility 


ling your written communications—new in con 
‘ t and sco new in the instruments employed new 
in the dir mpl conomical way it serves you! 


1 of recording from many stations to a 
ntral | magine that these Epison TreLevoice Sta 
tions are like youl present tele ymhone as small ind de rend 

Many low-cost, I I 
easy-to-use, rte n s simple and familiar, so that no instruction 
ssary! For the first time, you have no discs, cylinders 


ps to cl inge or manipulate 


i S onsider that start, stop and playback, as well wth 
TST 2 ind correction indications, are all accomplished emol 
. remote-control cor th simple push-buttons right on the Tre.evorce 
—_—_—_—_—_—_—_———— TELEVOICE Stations 


Now you can understand how profoundly Edison has 
transformed instrument dictation—turning it into an of 
ke the telephone and the typewritet 
connect to one 


single, central 
recording instrument— 


Tre_evoice System, moreover, achieves an 


erto unapproached. One to twenty Tri 





oO itions connect to the Epson TELE VOIcEWRITER 

oe ocated at the etary’s desk. Hence, dictation is now 
As) t ~ deliver o he instantly, clearly, continuously. It can 

y® A not sit, neglec on some dictating instrument. Messen 


eliminated. The secretary paces her 


SS 


the EDISON transcri tot we as it lictate ind returns “‘the 
TELEVOICEWRITER 


without peak W pressure 


installations are made on a work-load basis 





e-line service to all concerned. The economy 
obvious. With many dictators being served by only one 


ine, costs of instrument dictation are cut 


Ot 


Edison TeleVoicewriter 


The Televoice System 


WW wen EOS - WH 
: GET THE WHOLE STORY—NOW EDISON, 38 Lakeside Avenue, West Orange, N. J 
éi & e Send for this new descriptive booklet )kay — send me A LINE ON TELEVOICE 
leh) dvon. Or, to arrange for a demonstration NAME 
fn p or call “EDIPHONE” in your city. In 
NCORPORATEOD COMPANY 


Canada: Thomas A. Edison of Canada 


Ltd.. Toronto 1, Ontario. 





LET US PROVE HOW YOU CAN 


LOWER PAYROLL 


PRODUCTION 





.... + by having payroll records 
prepared the modern, efficient way! 


MJ OW you can have your payroll 
+‘ records prepared at lower cost 
than is humanly possible by the most 
competent office staff. 

That’s because specially designed 
alphabetic and numeric machines now 
turn out repetitious payroll record 
work at a phenomenal rate. 

Further, you are charged only for 
the time these ingenious machines are 
turning out your work. 

You can rest assured that your 
payroll registers and complicated pay- 
roll data will be completed on time. 
You know the records are accurate, 
too, because they are double-checked 
to bank standards. 

Why not find out how modern pay- 
roll service can fit into your over-all 
operations relieve you of many 
payroll problems and save money. 


Send for this 


= informative 
brochure now! 


Present of 
Modern Payroll Sernice 


-_ 4 = 


— 


Other tabulation services: Let us 
tabulate your sales, orders, prices, 
costs, inventories, vouchers, special 
reports and other statistics—just as 
we have been doing for many of 
America’s leading firms for half a 
century. 


Recording and Statistical 


Corporation 
CHICAGO © BOSTON © DETROIT 
MONTREAL ©@ TORONTO 
100 Sixth Ave, New York 13, N. Y. 








Engineering schools furnish 
many young men for Link-Belt, 
but all the supervisory and execu- 
tive prospects do not come from 
colleges. A careful selection must 
ve made of all job applicants 
whether college men or boys right 
out of high school. 

As mentioned before, the com- 
pany’s 15 plants are run separately, 
and so the personnel departments 
handle their applicants the way 
they think is best. It is possible for 
managers and department heads 
to exchange ideas, and some of the 
methods used at one plant are used 
by other plants. 

As an illustration, the personnel 
selection plan in operation at one of 
Link-Belt’s larger plants will be 
described. It will give some inkling 
of the thought that goes into the 
hiring of each employee and will 
show why the company has plenty 
of supervisory material to draw 
from. 

Link-Belt’s Pershing Road plant 
in Chicago uses an employee selec- 
tion system that is patterned after 
a plan that was followed at the 
company’s ordnance plant during 
World War II. About 1,200 people 
were hired to fabricate and as- 
semble heavy equipment for the 
Armed Forces, and a set procedure 
was used: Screening interview, 
telephone check, patterned inter- 
view, various tests, interview by 
supervisor, and physical examina- 
tion. A study was made of all jobs 
in the ordnance plant, and it helped 
in deciding what personality quali- 
ties, skills, aptitudes, and _ intelli- 
gence levels were required for suc- 
cess in these jobs. 

To determine the value of selec- 
tion procedures, figures were kept 
of applicants’ ratings and the length 


_of time each one stayed on the job. 


For example, after the patterned 
interview, each applicant was 
rated: (1) If he appeared to be un- 
usually promising; (2) if he looked 
good, but not outstanding; (3) if 
he was considered marginal; and 
(4) if he was clearly unpromising. 

After a little more than a year of 
operation at the ordnance plant, a 
study of 587 employees who had 
left the company revealed that 70 
per cent of the poor group (which 
rated “4’’) had terminated service 
before 2 months. Only 7 per cent of 
the good group (rated “1"’) were 
gone in 2 months. The data plainly 
showed that the few ‘‘4”’ applicants 
who were hired were a liability 
rather than an asset. 

As to the success-on-the-job rat- 
ing, after about 11% years of ord- 
nance plant operation, a survey 


was made to check the validity of 
the original rating after the pat- 
terned interview. The survey 
showed that none of the employees 
who were scored ‘4” on the inter- 
view was rated as outstanding on 
the job, and only one was rated 
above average. 

Most applicants, of course, who 
scored ‘“4’’ on the interview were 
not hired, and a large part of those 
who were hired did not stay long 
enough for statistics to show the 
complete picture. Those employees 
who had been rated “1” and “2” 
in interviews almost invariably 
wound up with a high rating in the 
job they were doing, indicating 
that the interviewing plan had 
worked to great satisfaction. 

The entire study emphasized 
three points in the development 
of personnel selection and _ place- 
ment procedures: 

1. The selection of ‘“good"’ em- 
ployees apparently is best accom- 
plished by using’ standardized 
patterned interview methods, 
based on the idea that the best 
basis on which to predict what a 
man will do in the future is to 
review what he did in the past. 

2. The placement and ultimate 
success of selected “good’’ em- 
ployees can be materially im- 
proved in many job classifications 
through the use of valid psycho- 
logical tests. 

3. Comparative rating tech- 
niques, when properly handled, 
provide useful and _ consistent 
criterion evaluations. 

The basic parts of the selection 
plan at the ordnance plant are now 
in use at the Pershing Road plant 
although no figures are retained 
since the validity of the system has 
already been proved. Other com- 
pany plants have their own methods 
of selecting employees, and they ap- 
parently are working efficiently. 

Starting with the personnel selec- 
tion system, then, the company does 
not lack a single link in its long- 
range plan to have plenty of top- 
flight supervisory and executive 
material available. The first step 
is that of careful selection, and 
Link-Belt picks the man it thinks 
will do the best job. The company 
emphasizes the fact that it does not 
hire a young man with the idea of 
making him a vice president some 
day. He is hired to do the job at 
hand. The second step is that of 
training the man thoroughly in all 
phases of the business, and ulti- 
mately he may be considered for a 
top executive job. The third step is 
that of carefully choosing the right 
man for the right job. 
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| SURE LIKE 
TO WORK AT My 
NEW GF DESK |, 


its modern...its metal 


--- its America’s first 


choice...its a GF desk 


ERTAINLY she likes to work 

at her new GF desk and so does 
every office employee who is for- 
tunate enough to have one. GF metal 
desks in their lustrous gray finish 
and anodized aluminum trim in- 
crease employee morale, improve 
efficiency, make a favorable impres- 
sion on your customers and last in- 
definitely. You might be surprised 
to learn how little GF desks cost in 
relation to the good they can do for 
you. They are truly a worthwhile 


dollars and “sense” investment as 


thousands of large and small com- 
panies have proven for themselves, 
Get the facts. Write for the folder 
—"“GF 1600 Line Desks” and the 
name of our nearest branch or dealer. 
The General Fireproofing Company, 


Dept. B-26, Youngstown 1, Ohio, 


GENERAL 
FIREPROOFING 


¢> 


Foremost in Metal Business Furniture 


DEALERS THR 7) , THE ¥ 


FT| 
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Check these GF features and 
you'll see why the 1600 Line for 
years has been the world’s largest 
selling desk : 


1. Typewriter housed in 
either pedestal, as you prefer. 
Pedestal door swings out and 
typewriter bed is simply pulled 
forward. Elevator mechanism 
raises it automatically to working 
position. 


2. Planned for office pro« 
duction as scientifically asa 
modern turret lathe is designed 
for factory production, Ample con- 
venient space to work with and 
house the tools of the office worker. 


3. Resilient Velvoleum top 
prot ides ideal wr uing surface — 
satin-smooth, quiet, durable, stain- 
proof, moisture-proof. 


4.Decorative aluminum 
molding around top protects ¥ el- 
voleum from damage in shipping 
and moving, from cigarette burns, 
from gouges by chairs and clean- 
ers’ equipment. 


5. Interchangeable drawers 
permit quick rearrangement of 
any and all drawers to suit user's 
needs, 


6.Four-leg construction 
provides greater freedom for user's 
feet and chair movement, makes 
clean ing ea sier, perm its closer 
spacing of desks without crowding. 


7.Rugged metal construc- 
tion throughout . . . no splinters 
or rough edges . . . no warping, 
shrinking or swelling . . . 
ture-resistant, fire-resistant. 


mois- 


8. Handsome in appearance 
—all edges and corners rounded 
—warm gray finish relieved by 
trim of sparkling aluminum. ~ 


9. Low in lifetime cost —com- 
pares favorably in initial cost 
with any other desk —repair, main- 
tenance and refinishing expense 
negligible. 


This typewriter desk, No. 1660 FCR, 
and others in the complete GF line 
are stocked by GF dealers and branches 
in all market centers. Ask for a demon- 
stration and trial in your own office. 
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Modernization 
Lowers Cost 


CUT YOUR RECORD-KEEPING COSTS 


Continued from page 10 


not available from the office equip- 
ment manufacturers, the organiza- 
tion designs and has its own equip- 
ment built. In policy preparation 
it is necessary to use a number of 
forms. No gathering rack or forms 
desk on the market seemed quite 
suitable, so one was designed and 
built to order. 

Mail is picked up and delivered 
throughout the entire organization 
on an hourly schedule. Carts, 

For more than 15 years, American Lithofold usually used in hospitals, were pur- 

has provided the nation’s leading industries with efficient, chased for this purpose, and smaller 

labor saving forms. American Lithofold “Planned” Business file carts on casters are also used 

Forms simplify and speed the flow of work, eliminate for transporting batches of papers 
non-productive “form-writing” and reduce labor costs appreciably. within departments. 

A battery of 13 Cardineers houses 
126,000 cards which record every 
policyholder’s rank, name, organi- 
zation, or address—in the case of 
retired servicemen. The same card 
also shows policy number, expira- 
tion date, service serial number, 
next of kin, and other necessary 
information. 

Other equipment includes 1 Robo- 
typer, 2 Western Union teleprinters 
2 Pitney-Bowes postage meters, 2 

es Multiliths, 156 manual typewriters 
CARBON LEAVED CARBON LEAVED HI- SPEED (Royal, L. C. Smith, and Under- 
LITHOSET LITHOSTRIP LITHOFOLD wood) and 50 electrics (IBM). 
There are also 50 Teletalks, and 76 

Monroe calculators. Practically all 


Three basic forms serve practically every business requirement. 


— L > — 
=. 355 
=> + = 


Easy to insert — deleave Fits into the efficiency pro Used widely in trucking 
Special binding deleaves gram of every department— railroad, airline industries 
all carbons with o single shipping to advertising wherever mass, single-pur the multiple-part carbon forms, 


motion, Pre-punched to soles to accounting. Fits pose forms (such as freight such as invoices, etc., are furnished 
reiccr'signseer cnare | coomate mecinas what | ‘soppied tely'sr sentty | bY Moore Business Forms, Inc. 
The directors’ room is a repro- 
duction of a room in the famed 
oe ” Raleigh Tavern at Williamsburg, 
4-STEP’ ANALYSIS AND RECOMMENDATION Va. It is paneled in wood, finished 
Covers all aspects; function, design, construction and in Williamsburg gray, and has a 
cost of present and proposed forms. See for yourself diamond-shaped table, seating 14 
how American Lithofold Planned” Business Forms can people at Windsor chairs. 
increase your efficiency, boost output, reduce your Tei . P 
company’s record-keeping costs. The ‘“4-STEP” United Services Automobile As- 
analysis is yours for the asking without obligation sociation was organized in 1924 
with 3,360 members and in that 
year had a premium income of 
WRITE FOR AMERICAN LITHOFOLD CORPORATION $126,507. By 1949 there were 
SAMPLES! 500 BITTNER STREET, ST. LOUIS 15, MISSOURI 72,431 members and the premium 
income was $7,007,680. Because 
Armed Services personnel move 
around so much, record keeping 
and accounting problems are con- 
siderably more complicated than is 
the case in insurance companies 
handling civilian property. Some of 
the other insurance organizations 
send all Armed Services business 
offered to them to United Services 
because of the organization’s care- 


handwriting is advisable teletypes and tabulators nterleaved 








MAIL THIS COUPON TODAY! 


Planned 
Forms, used by SEND SAMPLES of ‘Planned’ Forms you have pre 
firms similar to 
yours, will en 
ree je Beg es WE WOULD LIKE to have an obligation-free '4-STEP 
yourself how ANALYSIS of our business forms 
your company 
can sove time COMPANY NAME 
and money 
recording bus 
ness operations 


a 
Samples fur @ city 

‘ 

a 


pared for others in the industry 





ADDRESS 


nished without 


obligation SIGNATURE 


Sesseeeeecee 
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fully built facilities for handling 
this business. 

The policy of employing such a 
high percentage of women grew 
out of dire necessity during the 
manpower shortage of the late war. 
Women did the work so well the 
management continued the virtual 
“all women” policy. Many of them 
have long service records; attend- 
ance is good, turnover low. Many 
of the new employees are recruited 
from one private school which has 
an especially strong course in busi- 
ness training. 





Young Prexies 
Form Chapter 


ITH 38 out of a total number 
of nearly 100 members of the 
newly formed Young Presidents’ 
Organization located in the New 
York area, steps are being taken 
to form a New York Chapter of 
the group, according to Ray 
Hickok, 32, president. Mr. Hickok 
is president of the Hickok Manu- 
facturing Company, Rochester, 
N. Y., where a local chapter of 
four members meets each month. 
Latest New Yorker elected a 
founding member of YPO is 
Marion Harper, Jr., 34, president 
of McCann-Erickson, Inc., adver- 
tising agency, 50 Rockefeller 
Plaza. Mr. Harper became head 
of this company with billings of 
$65 million and 1,419 employees 
in December 1948. According to 
the rules of the organization a 
member must become president 
of an _ industrial concern’ with 
yearly sales of at least $1 million, 
or a service company handling $2 
million in business, before reach- 
ing the age of 39. Members con- 
tinue in the organization until 
they are 48 years old. 

Among other New York presi- 
dents who are founding members 
are Roger Kenna, 41, Marlin Fire- 
arms Company; Harold M. Alt- 
shul, 41, Ketchum & Co., Inc.; 
Lloyd Dalzell, 33, Dalzell Towing 
Co.; Arthur Reis, 34, Robert Reis 
& Co.; George Schlegel III, 41, 
Schlegel Lithographing Corp.; 
Alex Filenbaum, 37, Daval Hand- 
bags, Inc.; L. W. Frohlich, 37, L. 
W. Frohlich & Co.; W. E. S. Gris- 
wold, 38, W. & J. Sloane; Joseph 
T. Hall, 40, Callahan Zinc-Lead 
Co.; Charles F. Rogers, Jr., 33, 
Prince George Hotel; and Harold 
Ley, 36, The Haley Corporation. 
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A beauty and a bargain! 


LOSCOo=3 


Posture Chair 


(Patent Pending) 





y, Finger-Lift”: With a lift 
of the finger on conven 
ient control lever, you 
raise or lower and posi 
tively lock seat at any 


height from 16° to 20 


Illustrated Model 
16-C,with gray, boked- 


on enamel finish. 


~~ 


| 


Cosco ‘‘Finger-Lift’’ Posture Chair combines every 
thing you could possibly ask in an office chair for men 
and women who work sitting down: restful, work 
encouraging comfort, high style, durable all-steel con 
struction .. . and a// at an unprecedented low price 


Seat height is easily, instantly and positively adjustable 
anywhere between 16” and 20”— backrest adjusts three 
ways. Deep, foam rubber-padded, revolving, ‘‘saddle’ 
seat and backrest upholstered in washable, durable, 
vinyl plastic-—-green, maroon, brown or gray. Life 

time lubricated, hard rubber casters, with ball bearing 


Three models, choice of gray or brown enamel or chro 
mium finish, retailing for about $29.95 to $31.95. Ask 
for demonstration without obligation at leading office 
& & 
quipment outlets. Or write for name of nearest dealer 
ine: ‘ - : : . TO RAISE: Place foot on 
and free, “‘tell-all”’ circular 
circular rung and, with 


one hand releasing con 


Posture Back Adjusts THREE Ways 


Za | aR | RH 


trol lever, lift seat to de 


sired height 


TO LOWER: Lift upward 


on control lever and lower 
ts freely to 


! 
' 
' 
' 
' 
' 
i 
! 
' 
' 
' 
' 
' 
' 
i 
! 
' 
5 ' 
swivels. ' 
' 
' 
' 
1 
! 
' 
! 
' 
' 
i 
! 
' 
' 
' 
' 
t 
t 
i 
! 
i 


In and out for Up and down for 


depth of sect... height of backrest follow’ the bock seat to proper level 


HAMILTON MANUFACTURING CORPORATION + COLUMBUS, INDIANA 


Mokers of COSCO Household Stools, Chairs ond Utility Tables 
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Why not give us a piece of your mind? 


PHat prece you'd like to get rid of 
the piece filled with black worries 
when you lack adequate facts to act 


decisively 


We'll exchange it for the peace of 
mind you can enjoy when you no 
longer get reports too late, or too 
full of errors, or too sketchy in the 
information they contain 


More and more executives are 
placing their report worries in the 
hands of McBee methods and ma- 
chines. For the prompt, complete 
ind accurate information furnished 
by McBee Keysort is the thriftiest 
fact-ferreting system available to 


businessmen 


Keysort cards are the ori “inal 
records, thereby eliminating errors 
In transeription. And Keysort maz 


chines are so easily operated by any 


girl in your office that specially 


trained operators aren't necessary 


Withyour present personnel, with- 
out costly installations, McBee Kev- 
sort cards and machines provide 
you with accurate and useful man 
agement controls at less cost than 
any other system. When notched. the 
pre-coded holes along the edves of 
the Keysort card make it easy to 
collect a wealth of data classify it 

. Summarize it file it fine it 


-.. Use it quickly and accurately 


Because McBee systems save ex 
ecutives time, money, work and 
worry, McBee sales have multiplied 
sevenfold in just a few short years 

Ask the trained McBee expert 
near you to drop in. He can tell you 
frankly whether or not McBee can 
help you. Or write 





#* emire henry pipe (atest 
enn. 6 inte 7/8 he 


THE McBEE COMPANY 


Sole Manufacturer of Keysort 
my A N 


The McBee Company, Lid. 11 B 


The Marginally Punched Card 


or nm principa 


y Road, I 


Inventory 
Control 


Continued from page 1 


could safely buy 5 gross a month 
We not only saved money on 
freight and discount, but we are 
never out of files now 

The card control has benefited us 
immeasurably in watching our costs 
in storage space. Merchandise not 
moving and occupying space Is 
costly. We can now work on closet 
margins and so use our warehous¢ 
space more profitably 

The inventory control has proved 
of greatest help to department 
heads who can now turn to us for 
all the facts on any item. Mistakes 
are not likely to be repeated. To 
cite another example: The control 
system signaled us that certain 
shades of paint, bought in gallon 
quantities, were not selling. The 
low demand in these particulai 
shades will be a future reference 
for a buyer faced with their choice 

Reports are made to the depart 
ment heads periodically now. In 
the case of dead stock items, de 
partment heads determine dispo 
sition by special sale, return to 
stock or to the supplier. We no 
longer wait for the next first of the 
year inventory count to roll around 
We recently called to a buyer's at 
tention some square-point furnace 
scoops which were bought in 1948 
that on last count in January 1950 
were still around. A special sale was 
decided upon at once, Our cost was 
saved on these 

In making reports I should like 
to point out that accurate reports 
mean reports that are not too de 
tailed. When too much detail is re 
corded in the limited time available, 
accuracy is reduced; or else person 
nel has to be increased. Key facts 
are essential. Brevity serves both 
departments. 

It has been our experience here 
at Barber and Ross that one person 
should not post more than 500 
items a day. One cannot cheat at 
these records or inaccuracy will re 
sult and the control files become 
unreliable 

We average 1,100 postings a day 
These comprise 200 sales ticket 
with 5 items per ticket 
charged out of inventory 
tickets with 2 items {| 
70 purchase orders 
per order 

Depending on the 
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business, the cost of operating an 
inventory card control will include 
a full-time clerk and control man- 
ager. We have not determined at 
this point what percentage of our 
overhead it amounts to. Our initial 
cost of file cases and 10,000 cards 
was $825. 

We are now in the process of 
completing control of 1,500 mill- 
work items. Even at this initial 
stage, we find it is helping us to 
get rid of old stock in moldings, 
casings, and other items sold by 
the lineal foot. There is tremendous 
opportunity for overstocking these 
items. Our first step was the elimi- 
nation of short-length stock. One 
clerk, we believe, can run the card 
control of 1,500 millwork items. 

However, one problem of any 
business which is introducing an in- 
ventory control will be to educate 
its department heads to the sig- 
nificance of the information it 
yields. Too few businessmen at de- 
partment-head levels appreciate 
anything but concrete figures. They 
refuse to believe what they cannot 
see. The greatly increased turn- 
over comes out of the inventory 
control as a percentage figure. It is 
up to those people running the in- 
ventory control to acquaint and 
educate department heads to the 
significance of that percentage 
figure. For when the system works 
properly turnover will increase, all 
other conditions being equal. And 
when the control operates effec- 
tively, every department benefits. 

I believe our inventory control is 
adaptable to any company whether 
its volume is $1,000 a day or $1,000 
a year. Depending on someone's 
memory for the facts about thou- 
sands of items can achieve only a 
certain amount of chaos. Only a 
faithfully recorded account of each 
item will present the full picture of 
what is actually happening within 
the company and the changing 
trends of the times as well. 

Moreover, for the company with 
a decentralized purchasing depart- 
ment, such as we have at Barber 
and Ross, an inventory card control 
system is the solution. 





REPRINTS 


Reprints of any articles in this 
issue can be obtained by writing 
to AMERICAN BUSINESS Maga- 
zine and specifying quantity. 
Reprint be mailed 
upon request. 


rates will 











February 1951 





You! —and anyone who wastes that 
° much paper and loses that 


much time getting the first good copy fr 
their offset duplic ating machine, certainly 
can afford three minutes to learn about 
CouttHo master plates 


Co.ttuo plates are fast! They g 
copies from the first impressior and 1 
termediate processing is necessary betore y 
yrint. That's paper, time and money sa 
ia switching to CoLiTHo pl ites makes 
almost unbelievable improvement ir 
offset duplicating. 

The preparation of Cotrruo plate 
for no special skill or training. Anyone an 
do it just type, draw, or write. And ar 
error doesn’t mean a wasted plate. Not witl 
Coutrno! Erasures and deletions can be made, 
or additional copy inserted at any tin 


Company — 
Address___ 
City 


Make of Duplic 


Plate Size_ 


eee eee ae ee 


beyond routine duplic ating 


businesses 


= 
aS COoLITHO plates in s s to 
ray 9 simplify and peedup paper work 


plates more than repay their 

st. They're rugged—give many 

ore impressions—and withstand a lot of 
handling—even folding. Mail them like 
a letter and they will still turn out 
beautiful 


plates after printing 


copies. File your Courrno 
They'll be good 


for future re-runs when you need then 
COLITHO plates have many applications 
Thousands of 
have found short cuts to economy 
and efficiency by incorporating 
ystems forms t 

wat Why ? 


not write for sample plates 


COLUMBIA RIBBON & CARBON MFG. CO., Ine. 


f. Office & Factory 
180-2 Herb Hill Road, Glen Cove, L.1., New York 
New York Sales 1 Export: 58-64 We With Street 
B h Office and Distrite . I pa ties 


(e) 


y y 
OFFSET MASTER PLATES 


Colitho plate s and supplies make any 
offset duplicator a better duplicat 


b Hill R 


s of COLITHO MASTERS 











TYPICAL WATTS VALUES 
STANDARD STOCK FORMS 


CARBON-INTERLEAVED SNAP-APART SETS 
BILLS OF LADING 
INVOICE SETS 
PURCHASE ORDER SETS 
1,000 3-Part Sets, Size 8% by 7 inches, any 
of the above, imprinted with your name and 
address, complete 
ONLY $29.25 plus postage 
SHIPPED WITHIN 10 DAYs 
Larger Quantities * Still Lower Prices 
Write for Samples and Price List 





All Types of Carbon-Interleaved Forms, both 

snap-apart and continuous, custom made to 

your specifications. Send details and samples 
for quotation. 


ALFRED ALLEN WATTS CO., INC. 


214 William St., New York 38, N. Y. 


Plants: New York City, 
Vewark, V. J., Belleville, V. J 
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| Rete- Line" 


THE MODERN COPYHOLDER 


Promotes Accuracy « Increases Production 
Saves Eyestrain + Portable 


$1775... TAX 


Attachments for copying from wider sheets 
15 inch eye guide extension — $1.25 
20 inch eye guide extension — $1.50 











FREE TRIAL OFFER — Write asking us to send you 
@ RITE-LINE COPYHOLDER with the understanding that 
you may return it without charge within ten days. 


RITE-LINE CORP, 1025 - 15th Sirest.n. w. 


Washington 5, 


RITE-LINE copruoiper 
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Remodeling Increases Traffic 


A modern front, ample display 

space, and new high-level light- 
ing have brought a big increase in 
customer traffic to Globe Office 
Equipment Company, Cincinnati. 

James (Scotty) Robertson, foun- 
der of the company, said, ‘Our 
investment in better facilities for 
customers and improved display 
will be the best dividend payer 
we ever had.” 


The newly remodeled stationery 
and office supply store has made 
excellent use of large windows so 
that displays can be easily seen 
from the outside. Too, the angled 
front leads a window-shopper right 
to the door, and the next step 
leads inside. The even illumination 
in the store shows the equipment 
to best advantage, and actual office 
settings can be arranged. 


AMERICAN BUSINESS 











JACKSON 


offers the correct 


Peon... 
for EVERY JOB! 


Jackson Desks, designed, en- 
gineered, and built by Jasper Office 
Furniture Company come in a wide 
variety of styles, sizes, purposes, 
and finishes. 

There’s a Jasper-craftsman-built 
Jackson Desk for every office job 
for the top executives’ private of- 
fices, the secretary, the general 
manager, the typists, machine 
operators, clerks, and receptionist. 

You will find Jasper-craftsman- 
built Jackson Desks in America’s 
great offices everywhere. These 
desks have been time-tested, built, 
and engineered for today’s and to- 
morrow’s office jobs. 

Here, at your right are but four 
out of the long line of The Office 
Master Series of Jackson Desks. 
There are many others in the same 
style and design—all famous for 
skilled workmanship. 


See Our Full Line 

There is a Jasper Office Furniture 
Dealer in every key city. They will 
be glad to show you the full line. 
More than that—each Jasper dealer 
knows how to plan and lay out of- 
fices—big and little—to save time, 
save space, save effort. Write us 
today for the name of the nearest 
dealer. With our answer we will 
include our new 
catalog. 

Do not plan any 
office improve- 
ments or expan- 
sion until you see 
the Jasper-crafts- 
man-built Jack- 
son lines. 

SEND FOR 
FREE BOOKLET 


JASPER 
OFFICE FURNITURE 


Gy comrany 
Jasper, Indiana 
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_Bank’s Low 
Loss Record 


USE IT ONLY 


mont (Continued from page 17) 
tA | officers. Just a few pertinent ques- 
ONC a * AND tions—how much, what for, where 
_ employed, income, and whether the 
IT PAYS applicant has borrowed or bought 
on credit before—and the loan of- 
ficer knows pretty well whether he 
FOR ITSELF : should make the loan. A phone 
call to the bank’s liability file, made 
in the applicant’s presence, reveals 
whether he has any previous record 
with the bank and whether he has 
applied at another bank in the city. 
If the loan officer then considers 
him a good risk, he gives him an 
order for the money immediately 
or else asks him to return a little 
later. Only about 7 per cent of ap- 
plications are denied. 

About two-thirds of applications 
for loans with which to buy cars 
and household appliances come 
through dealers. To service these, 
the bank has a key-cabinet tele- 
phone installation with a battery 
of operators who take the applica- 
tions over the phone and transcribe 
them as they do so. The applica- 
tions then go to loan officers who 
check and pass on them. Approved 
applications are sent to the audit- 
ing department where they are 
checked and the loans are spread 
on the books. 

About 400 loans are made daily 
and each of these requires a set of 

THE 14 records, including file cards of 
® several kinds, coupon book label, 

OFFICE insurance order form, insurance 

FOLDING MACHINE file jacket, and others. All of these 

formerly were typed individually; 

now a single master form is typed 


One girl with a Davidson will fold your monthly statements, form . 
nt, = , : and the others are duplicated on 


letters, bulletins, advertising literature, etc. at a nestion of the cost Ditto machines. Master fecme are 
of manual folding. She'll easily do-the work of 10 to 20 girls. No over- procured in sets of 4, thus effecting 
time. ..no upset office routine. ..no delayed mailings. In hundreds of a further labor saving because 
business offices the Davidson has rendered years of trouble-free service. fewer insertions into the typewriter 
Any office girl can operate it. It’s motor are required. 
: —<—=$=————— l An adding machine tape is run 
at the end of each day to make sure 
that all loans are properly ac- 








driven with automatic feed. Makes a wide 
variety of parallel folds. ..handles light a a 
and heavy papers from 3” x 3” to 10” x 14” chine as shown above 


counted for and that the totals 
aes 9 -_ / ; but without the base, " 
-at spec ds up to 20,000 per hour. And it for use on desk or table. balance with the bank’s books. 


will quickly pay for itself even if used but A ledger card is preposted for 
once a month. / each new account. These cards are 
‘ 5 by 8 inches, have a color band at 
the top to distinguish the different 
types of loans at a glance, and pro- 


DAVIDSON CORPORATION vide spaces on the front for address 
A SUBSIDIARY OF MERGENTHALER LINOTYPE COMPANY ~ . a information, amount of loan, 
1028-62 West Adams Street + Chicago 7, Illinois amount of payments, and a record 
Davidson Sales and Service Agencies are located of 36 pay ments and peal part _—" 

in principal cities ments, together with dates. On the 


Ask for our new “fact book” on folding costs 


and see how much you can save. 
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back are spaces for a complete rec- 
ord of the loan transaction. Cards 
are preposted on Burroughs sub- 
tractor machines which begin with 
the amount of the original loan and 
reduce it progressively by due 
dates, thus showing the amount 
that will be owed on each such 
date. 

This bank usually has between 
90,000 and 100,000 active accounts. 
Ledger cards for these are kept in 
Remington Rand “Safe-Trays” in 
fireproof cabinets. Cards are filed 
numerically in 5-day due-date 
groups for convenience in checking 
and posting. Thus, cards on which 
payments are due in the first 5 
days of the month are in one group, 
those on which payments are due 
in the second 5-day period are in 
another, and so on. 

Two major changes in the check- 
ing of these cards have been made 
as a result of experience. A tickler 
file originally was maintained to 
provide a list of accounts on which 
payments were due from day to 
day. Clerks would take this list, 
check the ledger cards to see 
whether payments had been made, 
and lay aside those on which pay- 
ments were past due. 

Maintaining and operating this 
tickler system involved considerable 
time and labor, so it was replaced 
by a “card turning” procedure. All 
cards were arranged in groups and 
clerks “turned” all of the cards in 
one group each day, again laying 
aside those cards on which pay- 
ments were past due. 

This procedure now has been suc- 
ceeded by another which is prac- 
tically automatic. All of the cards 
in each tray are in three groups, 
separated by dividers marked 
“Paid,” “Unpaid,” and “Delin- 
quent.” As payments are received, 
the cards are pulled, receipt of pay- 
ment is stamped on them by means 
of a date stamp, then they are 
placed in the “Paid” section of the 
tray. Thus, during a payment 
period the number of cards in the 
“Unpaid” section is steadily re- 
duced by being transferred to the 
“Paid” section. 

When the payment-due period 
has passed, some cards may remain 
in the “Unpaid” section. If so, these 
are given attention at 7-day inter- 
vals. When they are 7 days past 
due, the customers are reminded of 
this fact. If they are still unpaid 
7 days later, the customers are re- 
minded again. If they remain un- 
paid at the end of a third 7-day 
period, they are turned over to the 
collection department for follow- 
up. When an account becomes 30 
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Where is the private-office execu- 
tive who doesn’t need certain pa- 
pers and documents right at hand 
—for instant reference? 


Or certain personal papers, lacking 


suitable housing elsewhere? 


The private office file cabinet is a 
recognized necessity, and genuine 
wood cabinets in the Globe- 
Wernicke tradition of handsome 
appearance, smooth efficiency, 
meet the need with distinction. 


Selected natural grains and color- 
ings of genuine Walnut and Ma- 
hogany, superbly finished, lend 
warmth and dignity. 

Cabinet interiors are steel for per- 
manent, smooth operation. 


Tri-Guard rod supports automatic- 
ally adjust the contents for fast, 
easy finding; papers cannot sway, 
sag down, or bunch up, certainly 
a help to the busy executive user. 


These aristocrats of the wood file 
domain stand for inspection at your 
Globe-Wernicke dealer's; you will 
find his name listed in the classified 
*phone directory under “Office 
Furniture & Equipment.” 


Engineering Specialists in 
Office Equipment, Systems 
and Visible Records 


Letter and legal sizes; 4-drawer standard; 
3-drawer counter height; 2-drawer desk 
height. Optional arrangements of insert 
drawers, to accommodate cards, docu- 
ments, checks. A noteworthy G-W con- 
tribution to office efficiency. 


Cincinnati 12, Ohioe 
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INCREASE EFFICIENCY, THIS 


A. B.C. 


WAY 


erwork Simplification 





DUAL FEED reduces billing work 60 % in the case cited below. 


Let better working papers wo 3 smooth and speed all func- 
tions of your business. Attack high paperwork costs and 
waste, system by system. Apply work si m hsoceiy “scien- 
tific method” to each element of a record system—to . . . 


A. Develop the best procedure. Standard Register FLOW 
CHARTING helps you check every step in the orig- 
ination and use of records—to reduce operations, 
make system more effective. 


Simplify the writing method. One case: Standard’s 
DUAL FEED on electric typewriter enables one girl 
at the Firth Carpet Company to write invoices and 
journal sheets at once—replacing two machines, two 
operators. (PS 17) 


Design the most efficient form. Capital Airlines’ five- 
part Kant-Slip CONTINUOUS ticket in Form Flow 
REGISTER spells $60,000 savings annually. (PS 20) 
FREE! Usable ideas. These and other Paperwork Simplifica- 
tion cases are detailed in the magazine “PS.” Write The 
Standard Register Co., 602 Campbell St., Dayton 1, Ohio. 


> Srandord Register «| 


the oniginel marginally punched 


> Continuors Forms . 


ency of 
w" BUSINESS WALAINES 
we 
TARULATING, 


ottices in ol 


5 MAXIMUM etfics 
GWANTER & OVHER 


principal - 


— 


KANT-SLIP 


continuous forms 


Feeding- 
aligning devices: 
THE REGISTRATOR 

PLATEN 


Ss \ 


AUTOMATIC LINE 
FINDER 


Advances form into 
new writing position 
in one motion 


DUAL FEED 
Registers 2 different 
forms for 1 continu- 
ous typing operation 


a 
a ye 


BURSTER-IMPRINTERS 
Sign, dote, number, 
trim, tear off, stock 
Kant-Slip forms 


FORM-FLOW 
REGISTERS 


Better records 
.. by hand 


UNIT ZIPSET FORMS 
Carbon interleaved 


the card is trans- 
section 


days past due, 
ferred to the “Delinquent” 
in the tray. 

When a ledger card is removed 
from a tray for any reason, a 
salmon-colored “Out Card’’ must 
replace it. This card is filled out in 
longhand to list the account num- 
ber, name, balance, by whom re- 
moved, and date. It is 844 inches 
long, hence is stands a half inch 
higher than the ledger cards in the 
tray and is a constant reminder that 
a ledger card is out. 

As payment-due dates approach, 
some borrowers may call to report 
that, for reasons which they ex- 
plain, they will be a little late in 
meeting their payments that month. 
Then when customers are reminded 
that their accounts are past due, 
they usually apologize, give satis- 
factory reasons for their failure to 
make that payment when due, and 
promise to pay all or part of the 
amount on a specified date. 

In order to locate such accounts 
quickly, without depending upon 
the customers to give their loan 
numbers (which they are seldom 
able to do unless they happen to 
have their coupon book in hand at 
the moment), this bank maintains 
address files near the ledger files for 
cross reference. 

Industrial National Bank now oc- 
cupies a handsome, 8-story build- 
ing in downtown Detroit which was 
recently remodeled, refurnished, 
and air conditioned. 

The bank advertises extensively, 
using appealing, dignified copy in 
all principal media. The quality of 
its advertising is indicated by the 
fact that it won the 1950 citation 
for outstanding methods in a na- 
tional contest sponsored by a 
bankers’ magazine. 





Fast Service 


HE Rodney Hunt Machine Com- 

pany, Orange, Mass., believes 

in getting things done in the 
quickest possible time. 

One way that the company 
speeds operations is through the 
use of a four-passenger Beechcraft 
Bonanza. With this plane, Rodney 
sales engineers can reach textile 
and paper mills in the East in a 
matter of hours. The aircraft is 
often used to transport customers 
to the company’s plant at Orange. 

Another idea that saves time 
is that of installing telephones in 
company cars. 
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Branch Office 
On Wheels 


AN ingenious new method of 
demonstrating and selling of- 
fice machines through use of an 
unusual branch office on wheels 
has been developed by Burroughs 
Adding Machine Company, Detroit. 
Machines of all sizes sold by 
Burroughs are dramatically dem- 
onstrated in the comfort and 
privacy of an attractively fur- 
nished, wood-paneled sales room— 
parked right at the customer's 
door. 

Even the largest accounting and 
microfilming equipment is carried 
in the experimental unit—a Dodge 
route-van truck, with 462 cubic 
feet of cargo space, providing 
ample room for a complete line 
of banking, tax, payroll, and 
statistical machines. 

The company’s unique conver- 
sion of the 12!,-foot truck body 
has solved a problem that handi- 
caps many manufacturers. of 
bulky, hard-to-carry merchandise; 
that is, the problem of giving 
Satisfactory on-the-spot demon- 
strations to prospective buyers. 

Some Burroughs machines are 
too large to carry in an automo- 
bile. Others can only be carried 
one or two at a time. Burroughs 
salesmen, who normally use a car 
to carry equipment, have to unload 
the heavy machines, move them 
into the customer's place of busi- 
ness, plug them into an electrical 
outlet, and there stage the demon- 
stration. Demonstrations often are 
given under adverse conditions, 
subject to distractions, take too 
much time, and are frequently 
interrupted. 

With the mobile unit the sales- 
man merely parks in front of the 
bank or other business he is visit- 
ing. He then invites the customer 
to step inside the truck. There the 
customer relaxes in comfort and 
gives his undivided attention to a 
demonstration of machines built 
for his business. He also views 
photos showing samples of the 
work done by each machine. The 
photos are in attractive frames on 
the blond mahogany walls. 

He is shown how several ma- 
chines can be coordinated into an 
efficient accounting system. In the 
privacy of the truck, the customer 
is protected from office distrac- 
tions, interruptions by his associ- 
ates, and by ringing telephones. 

Many employees who otherwise 
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Introducing the BW COPYF LEX E 
™ 


a NEW 
machine, 
to simplify 
copying 


It's ideal for 
needs no inks 


desk side’’ copying 


stencils, trays, plumb- 


ing, exhausts or special room lighting. 


Uses BW Diazo process, long employed by in- 
dustry, to make exact low-cost positive copies. 
First machine specifically designed to use this quick, 
clean, easy process anywhere in your office. 


” In seconds, the BW Copyflex gives 
you an exact, smudgeproof copy of 


anything typed, written or drawn. 


p> It’s far cheaper and faster than 
ordinary methods for obtaining | to 
100 copies. Copies 81” x 11” in size 


average less than 2¢ for al/ costs. 


* Locate it anywhere in your office— 
it requires no installation. You, your 
secretary, or anyone else can operate 


it easily, without special training. 


Copying is so simple! If your 
letter, record, or document to be 
copied is on ordinary translucent 
paper, you simply insert it into the 


machine with BW Copyflex paper. 


Within seconds you receive a Crisp, 
errorproof, smudgeproof copy — flat, 
dry, and ready for immediate use. The 
100th copy is as sharp as the first. 

If your original material is marked 
on both sides, or is on opaque paper, 
the machine quickly makes a copy on 
BW reflex film—which is then used 
to make as many regular copies as 
you want 

BW Copyflex is the fastest, most 
economical way to make | to 100 
copies of reports, records, orders, in 
voices—on letterhead, printed form or 
graph paper. It reduces paper work a 
hundred ways, saves time and cuts 
costs. See how BW Copyflex can help 


you ... send the coupon today 


Specialists in copying since 1897 


CHARLES BRUNING COMPANY, INC. 


Dept. S-21 


100 Reade Street 


New York 13, N. Y 


Please send me information on the new BW Copyflex 


Name 
Company 
Street 


City 


Title 








would not be interested in a dem- 
onstration become curious when 
they see the truck. Thus, more 
persons inspect the equipment, and 
more key employees who actually 
use the machines become Bur- 

roughs boosters. 
Typical of this reaction was a 
& demonstration that was held at a 
Nobody vl to pay Boston bank. The bank was only 
two blocks from a _ Burroughs 
if! branch, Yet when the truck was 
for your mal ° — parked in front of the bank it was 
“Postage due”... is irritating to the recipient, a ‘ . visited by eight — presidents, 
a “ E ‘ the purchasing agent, various de- 
pain in the neck to the postman... poor public ty partment heads, and many other 

relations for any firm!...A Pitney-Bowes Mailing a: employees. 

Scale, with its precision built, long wearing, fast = Wide door openings in the front 
acting, automatic pendulum mechanism—is . and rear, curb-height front steps, 
extremely accurate. Big, easy-to-read, widely spaced and 6 feet 4 inches of inside head- 
‘ room permit interested employees 
markings, and a hairline edge on the scale hand...never to go through the truck quickly 
leave you in doubt as to the exact amount and cost of and easily. Thermostatically con- 
postage needed! ...And speed up mailing as well!... trolled heat keeps the truck warm 
Special 70 Ib. model for Parcel Post... Call the ’ and comfortable in the coldest 


nearest PB office, or write for free booklet! weather. ; 
Machines are changed inside the 


. mobile unit according to the type 

= PITNEY-BOWES é of business the salesman plans to 
ie visit. The truck can be equipped 

(rs) Mailing Scales quickly to demonstrate machines 
PITNEY-BOWES. INC : for banking, public utilities, Gov- 

hp ears er : | ernment, manufacturing, whole- 

2145 Pacific St., Stamford, Conn ‘ : aa : 
Senateadidieaeaieaiin.:.aitaeian saling, retailing, or other busi- 
nesses. The machines inside the 

truck can be changed to those 
for a different type of business 


: . in only 30 minutes. 
THE YOU CAN CHANGE co The Burroughs machines are 
mounted on boards, which in turn 
Without Costly Re-Drafting! A are mounted on rails. The sales- 
es | man can slide the demonstration 
Die-Cut Plastic letters are used for Com- on machines back and forth to pro- 


pany name headings. Each letter has “ ° " . 
hin ih Aad ie teen vide different seating and display 


of the felt background, which is available — arrangements. The boards also 
in Maroon, Dark Green, Black or White. serve as lids for cabinets where 
paper for the machines and small 
Transparent Plastic windows (avail- adding machines and calculators 

able in many sizes) hold typewritten are stored. 


or hand-lettered cards. Movable 2 : 
Plastic strips form the rules. Any An §85-foot extension cord is 


ecard may be changed or entire eec- quickly plugged into the nearest 
tions re-arranged quickly and easily * a 

electrical outlet to power the 

i Vee equipment and the fluorescent 

lighting. A 110-volt generator was 


EVERLASTING installed in the truck for demon- 

strations in parking lots, or where 

Interchangeable there is no convenient electrical 

ORGA N | ZATIO N outlet. The generator is placed in 

operation by flicking a switch in 

CHART the driver’s compartment. It is 

started by an independent storage 

A PARTIAL LIST OF Sizes to Fit Any Organization Structure battery and runs on fuel from the 


7 
© Sharp Prints Are Made Directly from the Chart | Senediite enli 
truck’s gas > c 
PROMINENT USERS © A Typewriter and Ordinary Paper Are All You Need ruck's gasoline tank. f 
A salesman who uses an auto- 


United States Army © Relieves Busy Draftsmen of This Costly Work 2 
mobile spends an hour getting 


United States Navy © Invaluable as a Visual Training Aid , 
international Harvester Co. ready for a demonstration, and 


General Motors Corporation Send for 4-page folder illustrating typical organiza- another hour reloading his car 
New York Life Insurance Co. ition seartanes and list of other prominent users. when the demonstration is con- 
Detroit Edison Co. Write Dept. 2-A today! Or phone MIchigan 2-6334. cluded. With this unit it takes only 

{731 N. Wells St. 10 minutes to prepare the demon- 


MANAGEMENT CONTROL CHARTS co. Chicago 14, IIL. stration truck for the customer. At 
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each stop he saves 1 hour and 40 
minutes of profitable selling time 
providing the fastest possible 
coverage of the market. 

When the company introduces a 
new machine, the truck can be 
used for employee training. The 
new machine can be transported 
in the route-van to various branch 
offices. Field personnel can then be 
instructed in repairing, demon- 
strating, and, seiling the 
equipment. 

Fluid drive on the truck pro- 
vides a smooth, gentle ride for 
the precision machines by protect- 
ing them from sudden stops and 
Starts. 

Converting the truck into an 
office on wheels was supervised by 
Frank W. Luby, Boston regional 
manager. When the truck was de- 
livered, George E. Caswell, Jr., 
regional sales promotion repre- 
sentative, tested it in actual sales 
work. 

When the tests were completed, 


Willis Morgan, general sales man- | 


ager, announced the heartening re- 
sults: In the first 6 weeks, the 
truck had called on 150 businesses, 
sold $20,000 worth of machines, 
and developed prospects for an 
additional $50,000 in sales. 

“For the price 
meter,’’ Mr. Luby explained, “we 


can now have a branch office at | 


the customer’s door.” 





Trucking Head 
Takes to Road 


James D. Edgett, president of 
North American Van Lines, is one 
company official who knows what 
problems his employees run up 
against. 

Mr. Edgett recently made a 
2,350-mile trip from Fort Wayne, 
Ind., to Los Angeles, Calif., with 
his 10-year-old son and the chief 
attorney for the line. A new White 
truck was used with special sleeper 
cab for long-distance operation. 

Head of a moving van fleet of 
450 trucks, Mr. Edgett wore the 
regular green uniform of his fleet 
and had to pass a physical ex- 
amination and driver’s tests before 
starting the trip. “Our big problem 
on the trip was the great differ- 
ence in legislation and taxes all 
the way out to the west coast,” 
he said. “In Arizona, for example, 
we pay a $300 trailer license tax. 
All told, we paid about $500 in 
taxes on the trip.” 
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new | 


of a parking | 


“Our new Art Metal Speed File gives 
1742 inches more usable depth than ordi- 
nary files of the same size. 31/2 inches 
extra per drawer, because of expansion 
backs, makes even a full file instantly 
workable. And fast? The Art Metal Air- 
line Index guides you right to the paper 
you want.” 


Art Metal Business Equipment is engi- 


For over 60 years the 
hall-mark of fine busi- 
ness equipment... office 
desks * chairs « files * 
safes and visible index- 
ing equipment. 


neered for business proficiency. Art Metal 
men are trained and experienced in solv- 
ing problems of filing, desk-work, office 
seating, record-keeping and office layout. 


If you have a current filing problem, see 
your local Art Metal dealer or write us 
for a copy of “Simplified File Analysis.” 
You'll find it very helpful .. . Art Metal 
Construction Co., Jamestown, N. Y. 











ViSlrecord—The World's Fastest 
Visible Record Keeping System — 
with the most versatile over-all hori- 
zontal, diagonal and vertical visi- 
bility that means more efficiency at 
less cost. 











CUT YOUR RECORD- 
KEEPING COSTS 


IN HALF... 


Keep any and all vital records visible, up to date and Compactness and economy of vertical filing with “plus” value 
instantly accessible with ViSIrecord. Here is the most of visible filing. 

adaptable record-keeping system in the world—for The “fingertip” contvel moons minimum effedt end time 
any business and all industry . . . small or large. saved. 


nning for defense production, 
During these days of pla 0 for defense p No limit to sizes ... cards are designed for your particular 
the importance of vital records cannot be stressed needs and housing of V/Sirecord is easy and automatic. 
enough. With ViSIrecord there is positive control over 


Personnel, Sales, Production, Inventory, Stores, 





“Low cost” i of file ion and contraction 


easy and quick. 


gileco,, Accounts Receivable. 


Unlimited application to all types of business records —hand 














and machin ted. 
S ViSirecord, Inc. ine poste 
32-36 47th Avenue, Long Island City 1, N. Y. 


Please send information on the following records 





THE time-saving visible record keeping system. 


Please have representative coll . . . . . . J viSirecord, Inc. 


Co. Name 32-36 47th Avenue 


Address Long Island City 1, N. Y. 


Cit 
, Offices in principal cities throughout the world 
Signoture 
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Ouc Hundred Seat Offices 
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The modern offices of four different companies are des- 
cribed and illustrated in this section this month. They 
include Hibbard, Spencer, Bartlett & Company, and its 
lobby is shown in the top photo. At bottom left is a 
typical office scene at Chicago Title & Trust Company, 
and at the right is the entrance to Ceco Steel Products 
Corporation's office building. The fourth company, 
Stone Container, is pictured on the following pages 





Model Offices Find Many Ways 
To Improve Efficiency 





Sometimes one idea is enough to save a great amount 


of paperwork and improve office production considerably. 


The companies in this story have used several unusual ideas, 


and some of these can be adapted to your own business 





By Don Baker 


HILE investigating some of 

the nominations for 100 Best 
Offices recently, AMERICAN BUusI- 
NESS ran into the inevitable: Com- 
panies whose stories had already 
appeared in the magazine. These 
included Ceco Steel Products Cor- 
poration; Hibbard, Spencer, Bart- 
lett & Company; Chicago Title & 
Trust Company; and Stone Con- 
tainer Corporation—all with home 
offices in Chicago. 

These four companies produced 
interesting stories before, and their 
offices are as efficient as, or per- 
haps more efficient than, they were 
when originally described in AMERI- 
CAN BUSINESS. Since they have al- 
ready been covered, however, these 
four offices will be described only 
in part, although the amount of 
space devoted to the companies will 
have no relation to their rating in 
the 100 Best Offices group. 

The first of the group, Ceco Steel, 
had a detailed story in AMERICAN 
BUSINESS in May 1949. The com- 
pany employs more personnel than 
it did at that time, but there is 
plenty of room to take care of the 
additional workers. Even now, Ceco 
employees have an average of about 
90 square feet of space for each 
desk. A feature of the offices is the 
program—warm colors for 
northern exposures and cool colors 
for southern exposures. Too, other 
walls have colors that reduce eye- 
strain. 

Ceco does everything it can to 
keep noise at a minimum, using 
Acoustors to deaden the clatter of 
bookkeeping machines and acousti- 
cal ceilings to help reduce all 


color 
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office sounds as much as possible. 

IBM machines have been in use 
for some time at Ceco, but at first 
they were primarily used to make 
sales analyses. They have now been 
given additional jobs, including 
shop payroll, tax report, and labor 
distribution figures. 

Ceco’s civilian orders have been 
keeping its plants busy, but now 
there are defense contracts that 
must be filled. Additions to the 
Chicago plant have been made, and 
numerous employees hired. 

Hibbard, Spencer, Bartlett & 
Company completed its new one- 
story office building and warehouse 
late in 1948, and AMERICAN BUsI- 
NESS ran a three-part article ex- 
plaining the various features. In- 
cluded were a new billing system 
and a streamlined inventory con- 


-trol program. Offices are modern 


and efficient, and they are air con- 
ditioned, as well as soundproofed. 
The one-story building in a subur- 
ban area is in strong contrast to the 
downtown multistory building that 
was formerly used. 

When Hibbard first opened its 
new office and warehouse building, 
it owned and operated several re- 
tail hardware stores including one 
in the new building. As explained 
by the company, the idea was to 
run the outlets as efficiently as 
possible, maintaining a vast stack 
of figures on each operation. Hib- 
bard would then be in a position 
to practice some of its own teach 
ings, testing them under actual 
conditions. In this way, the com- 
pany could more easily give advice 
to its own customers. When suffi- 


cient information was collected, 
Hibbard began to sell the retail 
outlets to individual dealers. 

Another new and efficient office 
that was described in this maga- 
zine earlier is that of the Chicago 
Title & Trust Company. By stream- 
lining its operations and improving 
the flow of work, the company 
figured that the same amount of 
work could be done in 4 days that 
required 6 days under the old setup 
—and it could be done with fewer 
employees. Changes that were made 
involved relocation of certain divi- 
sions on the first and second floors 
where customers could get to them 
quicker. Escalators were installed, 
and a special telephone hook-up 
was put in to reduce interruptions 
and delays. 

An interesting part of Chicago 
Title’s modern offices is the plan 
that was used to provide adequate 
space. The company bought a 
Chicago skyscraper that had a 
“well” in the center. CT&T filled in 
this area, thus adding 35,000 square 
feet of office space. 

The most recent story of these 
four Chicago offices was the one 
last November about Stone Con- 
tainer Corporation. When the mate- 
rial for the story was being 
gathered, the company had not yet 
been nominated for the 100 Best 
Offices series. A nomination was 
made soon after that, however, but 
the story was already scheduled. 

The three main private offices at 
Stone Container were designed to 
suit the occupants, and since one 
of the vice presidents is left-handed, 
his desk and cabinets were styled 
accordingly. Its general offices are 
furnished with Corry-Jamestown 
metal desks and Royal Metal chairs. 

Stone Container’s offices were 
completely remodeled and re- 
arranged so that those people 
whose work is related are placed 
in adjoining or nearby offices. In 
this way, there is a minimum of 
running back and forth through 
the various offices. 

Although Stone Container em- 
ployees have been in the new offices 
for several weeks now, the com- 
pany held open house late last 
month so that customers and 
friends could see the changes that 
had taken place. 
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The photos on this page show some 
of the methods used at the four com- 
panies to cut costs and improve 
office operations. From top left, read- 
ing clockwise, a ‘‘left-handed"’ desk 
at Stone Container, TelAutograph at 
CT&T, duplicating operation at Hib- 
bard, sales room at Stone, and 
the Acoustor machine at Ceco that 
keeps machine noise ct a minimum 
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ple ond MADD TRL RELATIOID 


Production is the ultimate solution for inflation. Nothing could be more effective than 


increased productivity of labor and longer hours of work by everyone. In short, if all 


who are engaged in producing goods and essential services were to work more, and 


save more, and spend less, the unbalanced relationship between demand and supply 


would most effectively be corrected and prices would come down.—Marriner S. Eccles 





First Airline Pension Plan 
Rounds Out Tenth Year 


The first pension plan in the air 
transport industry has rounded out 
its tenth year of operation at United 
Air Lines. The plan launched by 
United on January 1, 1941, now has 
almost 6,000 members, representing 
86 per cent of all eligible employees 
Participation is voluntary, with joint 
expenditures to date of approximately 
equal amounts by the company and 
employees 

“In pioneering the first airline re- 
tirement income plan as a compara- 
tively young company 10 years ago,” 
said W. A. Patterson, president of 
the company, “we anticipated today’s 
wide acceptance of social obligations 
by business and industry... We rea- 
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Vice Presidents Curtis Barkes and 
R. F. Ahrens study pension plan graph 
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soned that early adoption of a pension 
program would permit it to be carried 
as a normal part of daily business 
costs, instead of developing into an 
awkward financial burden to shoulder 
at some future date. The passing 
years seem to have borne out this 
premise.” 

Funds accruing for United's retire- 
ment annuities now exceed $12,000,- 
000 with employee’ contributions 
totaling $6,220,000 and the company’s 
$6,086,220. The latter includes $710,- 
664 as past-service benefits to am- 
plify the pension incomes of those 
whose employment antedated 1941 
In a 35-year span, the company will 
contribute over $1.50 for every dollar 
paid in by an employee. United's plan 
is underwritten by the Connecticut 
General Life Insurance Company and 
the John Hancock Mutual Life In- 
surance Company 

Employees are eligible to join at 
age 30, except pilots and women who 
join at 25 and retire at 60. The retire- 
ment age otherwise is 65. Participants 
have vested rights in the plan. Those 
severing employment retire- 
ment age have several options. They 
may reclaim their contributions, with 
at least 2 per interest com- 
pounded annually, or, depending upon 
age and years of service, they may 
leave their plus the 
company’s share up to the time of 
employee monthly 
payments on early retirement or on 
reaching normal retirement age. Par- 
ticipants can arrange to have pen- 
sion income continue to a beneficiary 
upon death after retirement. If death 
occurs before retirement age, the em- 
ployee’s contributions, plus at least 
2 per cent interest compounded an- 
nually, are refunded to his beneficiary 

Pension contributions from em- 
ployees other than pilots consist of 
3 per cent of annual earnings up to 
$3,000 and 6 per cent of earnings ex- 
ceeding that sum. Pilots, in view of 
retirement at 60, pay 442 per cent on 
earnings up to $3,000 and 9 per cent 
on anything above that figure. Pilots 
lead all other employee groups in the 
plan, with participation of 92.2 per 
cent. 
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Bicolored Fused Lenses 
To Be Marketed Soon 


New bicolored fused 
soon become available through the 
American Optical Company, South- 
bridge, Mass. The lenses which are 
beveled to fit spectacle goggles or 
cup-type goggles are designed to pro- 
tect the eyes of workers engaged in 
heat-treating and furnace operations, 
scarfing and burning operations, some 
open hearth and blast furnace opera- 
tions, kiln processes, and welding 

The new fused lenses can be re- 
placed in goggle frames more easily 
and quickly than the older two-piece 
bicolored lenses. Instead of fitting 
two half-lenses, the single lenses can 
be fitted in a fraction of the time 
The fusing process at the same time 
eliminates the possibility of light 
streaks and, because the lenses are 
fused into a strong solid piece, uni- 
form thickness is assured 

The following glass combinations 
will be available: Cobalt-Clear: Novi- 
weld-Clear; Calobar-Clear; and Novi- 
weld-Calobar 


lenses will 


New type lens can be replaced more 
easily and quickly in goggle frames 
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American Maize-Products training supervisor and the director of the University 
of Chicago's project staff check over a visual aid used in supervisory program 


Supervisors Take Three 
University Courses 


Last summer the American Maize- 
Products Co., Hammond, Indiana, 
asked the Industrial Relations Center 
of the University of Chicago to make 
a survey of the training needs of the 
supervisory group of the plant. Upon 
the recommendations made by the 
Center, American Maize-Products 
supervisors are now enrolled in week- 
ly classes in basic economics, human 
relations, and cost reduction. The 
classes, which began January 11, in- 
clude some 120 supervisors as well as 
a number of candidates for super 
visory jobs 

Qualified instructors, teachers, and 
manuals are being provided by the 
university. The company provides a 
classroom and arranges for the time 
during working hours. In addition 
the company provides for a member 
of the supervisory group to work 
closely with the university. This in- 
dividual is given the title of training 
supervisor and his job is to help de- 
velop company materials, arrange the 
scheduling of classes, and ‘act as 
liaison between the university and 
the company. 

The course of study as it is now 
outlined will take a year. The first 
term will be on basic economics, 
which will give supervision and man- 
agement an understanding of the 
economics of the plant and the com- 
pany, will tell how the economic sys- 
tem works, and will explain how to 
develop skill in economic reasoning 
and analysis. The second term will be 
on human relations or the manage- 
ment of people. It will deal with the 
main problems of understanding 
people, the organization, and the 
group; of understanding skills needed 
in the management of people, and in 
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developing skills to deal with the 
principal problems that supervision 
faces. The third term will be on cost 
reduction and cost control, covering 
the general problems of developing 
cost-consciousness in the organiza- 
tion as well as a mastery of the prin- 
cipal techniques and methods involved 
in cost reduction, work simplification 
and methods improvement 

The classroom procedures to be 
used in these courses are a far cry 
from the dull and tedious methods 
used in previous years to instruct 
employees. Charts 
toons, tape recordings, and movies are 
among the gimmicks which will be 
used throughout the course. In order 
to determine the effectiveness of this 


slapboards car- 


course of study, check surveys of the 


students will be made periodically 


SKF Continues Employee- 
Training Program 


Because of the success enjoyed by 
an employee education program ir 
augurated by SKF Industries, Inc., a 
year ago, the program is being con- 
tinued by the ball- and roller-bearing 
firm in 1951 

The program, which is wholly sup- 
ported by the company includes 
courses in blueprint reading, use of 
the slide rule, shop mathematics, ad- 
vanced mathematics, quality control 
the use and care of precision measur- 
ing instruments, and metallurgy 

About 150 factory workers are en- 
rolled in the after-hours 
which require from 10 to 20 weeks for 
completion. In the first year of this 
industrial relations experiment, 222 
nonsupervisory employees were 
awarded “diplomas” for successfully 
completing courses comparable to 
those given in many technical schools 


classes 








Now you can get 


DOUBLE 
PROTECTION 


against colds and other up- 
per respiratory infections 
with the NEW 


COLUMBIA 
GLYCO-MASTER vaporizer 


equipped with a 


GERMICIDAL LAMP 


Here is the ultimate in glycol vapor protection 
This new unit gives a double, death-dealing 


blow to air-borne bacteria and viruses 


Forced circulation draws in untreated air from 
the room or office over the Germicidal Lamp 
and mixes it with Glyco-Cide vapors as it 
passes through the grille-like pening on the 
top. This process sanitizes the air twice in a 


fraction of a second and assures users that all 


areas will be penetrated 


addition to its deadly 





The Germicidal Lamp, ir 


ffectiveness against germs, deodorizes the air 
1 makes it country fr 

I s a Columbia exclusi 10 Other ut 
k t ket today 


Columbia Glyco-Masters come 
in many models —treating from 
approximately 10,000 to 1,750,000 
cu. ft. of air per hour. Air conditioning 
models for installation in your present 
ventilating system available 


Write for complete information today. 


COLUMBIA CHEMICAL CO., Inc. 


Dept. AB, 154 E. Erie St., Chicago, Ill. 
Columbia—The Gem of the Glycol Vaporizers 















For Better Employee 
Relations 


Safety and Service Award Em- 
blems help maintain employee 
goodwill and cooperation needed 
in the current competitive era. 


Metal Arts emblems are of finest 
quality and attractively priced. 
Let us suggest a distinctive de- 
sign for your company. 


Also Identification Badges, Plaques. 
Athletie Medals, Trophies, ete. 


Write for New Catalog! 


METAL ARTS CO., Inc. 


Dept. (5 Rochester 5, WN. Y. 
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WHO'S WHO. ..in Industrial Relations 


is just one of many 


important sections in the 


1951 
INDUSTRIAL RELATIONS 
YEAR BOOK 


containing 224 fact-filled pages, reporting 
latest techniques and developments in indus- 


trial relations. Bring yourself up to the minute | 


on what's doing in 


Audio-visual programs 
In-plant feeding 
Safety on the job 
Employee publications 
Industrial lighting 


and many other all-important phases of in- 


dustrial relations. 


Where-to- 
Buy-It listing in each chapter 


Special feature 


tells sources of supply for 


products helpful in im 


proving employee relations 


$5.00 -- 81%, by 11 inches Bristol Cover 


THE DARTNELL CORPORATION 


1660 Ravenswood Avenve, Chicago 40, Hlinois 
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Employee Profit Sharing 
Passes Million Mark 


For the first time, Pitney-Bowes 
profit sharing has passed the million- 
dollar mark. With the distribution of 
year-end checks amounting to $346,- 
000 in wage and salary dividends, the 
company reached a 1950 total of 
$1,114,000. Cash payments in the PB 
profit-sharing plan in 1950 amounted 
to nearly a month’s base pay for most 
employees. 

With the announcement of this mil- 
lion-dollar mark, Walter H. Wheeler, 
Jr., president of Pitney-Bowes, made 
public a new profit-sharing arrange- 
ment under which it is planned to set 
aside 25 per cent of the company’s 
profit quarterly for PB personnel. 

Replacing the profit-sharing policy 
in effect since 1946, which, in turn, 
replaced the annual Christmas bonus 


started 10 years earlier, the new 
Pitney-Bowes plan ties the employee 
share of earnings directly to operat- 
ing profits and places additional em- 
phasis on economy and efficiency, Mr. 
Wheeler said. 

“The basic principle or philosophy 
behind the new profit-sharing plan, 
as well as the old,” said Mr. Wheeler, 
“is that the directors feel that em- 
ployees have a ‘stake’ or investment 
in the business beyond that rep- 
resented by ‘good going salaries and 
wages,’ and that this should be recog- 
nized when the business operates suf- 
ficiently well to provide more than 
what might be termed a ‘good going 
return’ to its stockholders. 

“We believe there is a basic part- 
nership between those who invest 
their savings and those who invest 
their lives in the business. We further 
feel that both the stockholders and 
employees will benefit if the business 


is operated on this principle.” 


Swift Incorporates Annual Report in Magazine 


Telling employees about what the 
company has accomplished during the 
year is not a new project at Swift & 
Company by any means. Each year, 
the annual report to employees is in- 
corporated in the employee magazine, 
Swift News, a 9%- by 12%-inch slick 
publication of some 20 pages. 

The report for 1950, which is part 
of the January 1951 issue of Swift 
News, is prefaced by remarks of John 
Holmes, president of the company, 
who explains the American way to his 
employees in terms they can readily 
understand. In this explanation, em- 
phasis is put upon the fact that Swift 
& Company is “an excellent example 
of the kind of opportunity that exists 
in our country.” Mr. Holmes pointed 
out that the company’s promotion 
policy has always been to fill jobs 
from within the ranks. 

“Look about you,” said Mr. Holmes. 
“Observe the Swift people you know 
who have benefited from this policy 

. A study of actual job opportunities 
in Swift & Company was just recently 
completed. It showed that 9 out of 
10 people now in responsible manage- 
ment positions in our company 
worked their way up from beginning 
jobs. They started in the plant, or as 
junior clerks, office boys, or student 
salesmen, They learned job after job 
on the way up. Of all the people in 
managerial positions in Swift & Com- 
pany, half of them reached the top in 
15 years—practically all of them 
reached it within 25 years.” 

These are the sort of words that 
make sense to the average employee. 
His security, which is naturally all- 
important to him, is tied to pensions, 
sick leave, and other such benefits; 
it is tied in with the chance to ad- 
vance—to go to the top. 

Aside from the preface to the re- 
port, which is a real down-to-earth 
talk from start to finish, the re- 


John Holmes, president of Swift & 
Company, reports to his employees 


port itself is something for everyone 
to study who is faced with a job of 
preparing an analysis for employees. 
A tabulation at the beginning gives 
the reader a 5-year picture of sales, 
costs, earnings, number of employees, 
wages and salaries, and dividends. 
The 1950 story is broken down with 
illustrations so that income, outgo, 
taxes, and other items are clearly de- 
fined. The final page pictures a big 
cash register and the heading reads, 
“Here’s What Happened in 1950 to 
Every Dollar We Took in.” The 
“dollar” has been rung up and such 
individuals as Uncle Sam, the live- 
stock supplier, and the employee are 
taking their shares from the open 
drawer. Remaining in the drawer is 
that part of the cent representing 
profits. 
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With wages frozen, employers may find that investing money in modern office furniture 
and equipment will serve a double purpose. They themselves will benefit from increased 
office production and the new facts made available to them, and at the same time the 
employees’ morale will be boosted with the improvement of their working conditions 





Desk-Side Copying Costs Less 
Than 2 Cents a Sheet 


A QUICK, clean method of privately 
making low-cost, error-proof copies 
anywhere in an office is available to 
users of the BW Copyflex. The ma- 
chine uses the BW Diazo process, 
formerly used only in larger Bruning 
machines. Desk-side copying without 
special operator training is possible 
because the Copyflex makes copies 
so fast and easily that it eliminates 
much office paperwork. The office 
copying machine, without adjust- 
ments, copies any original matter up 
to 11%2 inches wide by any length in 
seconds. Producing 1 to 100 copies of 
any material, the cost of an 8'2- by 
ll-inch copy averages less than 2 
cents, including labor, materials, ma- 
chine depreciation, and all other 
charges. Charles Bruning Company 
Inc., is the manufacturer. Machine 
needs no installation, is merely con- 
nected to the ordinary office electric 
light line. Soft, hammertone finish 
makes the unit “at home” and in- 
conspicuous in any surroundings 
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Counters Foil Holdup Men, 
Protect Cash 


TWO new Counter Cash Guards foil 
bandits by keeping bulk sums beyond 
their reach. Cashiers and customers 
are protected by means of signs on 
the cabinets and on counters which 
tell the bandits where the money is 

and why they can’t get it. The re 
serve money compartment of H-H-M 
Counter Cash Guards has a lock 
which is set for a 15- to 30- minute 
delay period. Bandits can’t wait 
However, things may not come to 


such a pass for raids are usually 
mapped out in advance and the signs 
detour bandits away from your 
premises. Incoming cash is put under 
protection automatically by putting 
it in a special section of the cash 
drawer from which it is deposited 
into the locked reserve compartment 
each time the cash drawer is closed 
When the cashier needs more money 
he anticipates his requirements by the 
length of the delay period, opens the 
locker, withdraws the money, and re- 
locks the door. Get full information 
from Herring-Hall-Marvin Safe Co 


Table Tops Won't Crack, 
Chip, Split, or Dent 


THREE attractive finishes are avail- 
able for the tops on Royal Elevator 
Stands, made by Maso Steel Products 
You have a choice of Lamidall tops in 
grained walnut with walnut under- 
structure, golden oak with green, o1 
driftwood gray satin with gray 
Lamidall tops do not chip, split 
crack, or dent; are not affected by 
grease and other stains; are easily 
cleaned with soap and water. With 
the new Lamidall Top the Royal 
stand $25.95 f.o.b. factory 
Shipping weight is 30 pounds 


costs 
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Adding Machine Designed for 
Exacting Computing Jobs 


A LARGE-capacity adding machine 
to cut down paperwork features fast 
and easy operation. It adds, lists, sub- 
tracts, multiplies, and divides. Figures 
print on the tape roll recessed in the 
case. The Victor 60 Custom Line add- 
ing machine prints ciphers auto- 
matically, and both computes and 
prints an automatic credit balance 
Durable Tenite keys are chip-proof 
and easy to clean. Capacity is 
$999,999,999.99. Victor Adding Ma- 
chine Company named the line the 
Custom because it is tailored to do 
the most exacting computing jobs. 


Personal File with Hanging 
Folders Keeps Papers Safe 


TEN Pendaflex folders with printed 
tabs separate the contents in a new 
insulated personal file. The Hercules 
Letter Vault provides a safe, fire- 
resistant place for documents, bonds, 
and other valuable papers. It can 
easily be stored in a telephone cabinet 
or similar spot in the office. Interior 
is smooth gray, outside is gray 
wrinkle finish. The Meilink Steel Safe 
Company prices its product at $30.75, 
f.o.b. Toledo. (Slightly higher in the 
West.) 
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Mimeographs Eyelet Tags with 
Special Feed Table 


PRECISION mimeographing of eye- 
let tags is now possible through the 
use of the new eyelet tag separator 
recently announced by A. B. Dick 
Company. The tag separator is part 
of a special feed table which may be 
attached to current table model A. B. 
Dick mimeographs. Single tag feed- 
ing and accurate registering at all 
machine speeds is assured. The eye- 
let tag separator handles tags from 
2% to 8% inches wide and from 5 to 
14 inches long. 


Portable Lectern Frees 
Speaker of Details 


SO you've been asked to make a 
speech? Here is a useful piece of 
equipment for speakers, which will 
eliminate the bugaboos of a large un- 
wieldy rostrum, misplaced notes, and 
not enough light, and let you concen- 
trate on your talk. The Fold-Away 
Lectern is designed for utility and 
convenience. It has space for notes 
and reference books, plus a built-in 
fluorescent light. Of bleached birch 
veneer, the lectern is sturdy, but 
weighs only 17 pounds. Speaker's 
Equipment Company furnishes a zip- 
pered cover of Repellite, trimmed 
with deerskin, for its product. 


Angled Plastic Tabs Speed 
Paper Sorting 


PLASTIC index holders on paper- 
sorting equipment are angled for 
faster handling and longer wear. Use 
of the angled holder reduces the 
amount of bending or cracking the 
tabs are likely to receive over a long 
period of use, and permits easier 
reading of labels. The Tenite plastic 
is dirt-resistant, rigid, and tough 
Paper-sorting device is made by 
Savasort Company 


Tracing Paper Can Be Used 
For Permanent Records 


TREATED with a synthetic resin, a 
100 per cent rag paper can be used 
for permanent records, either typed 
or written, from which countless 
photocopies or black-line prints can 
be made. Primarily designed as a 
tracing medium for engineers, drafts- 
men, and architects, Perma Trace 
Vellum should find many applications 
in the business world. KLH Corpora- 
tion is the manufacturer 
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Nylon Typewriter Ribbon Makes 
Better Impressions 


SHARP, clear-cut typing and in- 
creased wearability are the chief ad- 
vantages of a new nylon typewriter 
ribbon. Nylon fabric and a new ink 
formula are responsible for this 
combination. Underwood Corporation 
makes the ribbon in 16-yard lengths 
in black or black and red with 
medium or light inkings. Extra 
length means fewer ribbon changes. 


Visual Margins, Scales Make 
Letters Look Better 


WITH the new “See-Set” margins on 
Underwood typewriters, perfectly 
balanced letters are routine. Front 
writing scales assist in accurately 
centering headings and balancing 
short, medium, or long letters on 
stationery. Six diamond-shaped sym- 
bols, 2 red, 2 yellow, and 2 blue, en- 
able the typist to set the visible 
margins at these indicators for a 5-, 
6-, or T-inch writing line. Paper 
centering scales are marked in inches 
to center accurately every width of 
paper. 


Steel Shop Boxes Stack Up 
For Bin-Type Storage 


STEEL shop boxes for use in shops, 
stockrooms, assembly lines, and in- 


Low-Cost Kit Makes Direct 
Photographic Copies 


PRINTED, written, or sketched ma- 
terial can be reproduced quickly and 
easily by means of a new portable 
photographic copying device. Even 
pages of tightly bound books can be 
copied because the device has an in- 
flatable cushion which conforms the 
photographic paper to the contour of 
the page. Useful in research work 
the device is handy for making direct 
copies in any office. The inexpensive 
kit makes negative prints from trans- 
lucent originals and reverse reading 
negative prints from opaque paper or 
originals printed on both sides. The 
latter can be read in the mirror at- 
tached to the device or can be re- 
photographed to make any number of 
positives. F. G. Ludwig Associates 
sells the kit for about $43.15, includ- 
ing 100 sheets of photographic paper 
No darkroom is needed. 


TYPE ADDRESSES ON 
DITTO MASTER 


New Way to Address Labels 
For Small Mailing Lists 


ADDRESSING jobs are made easy 
with a new idea developed by Ditto, 
Inc. Master sheets ruled into 33 
spaces are furnished for a_ liquid 
duplicator. Gummed perforated copy 
sheets are also divided into 33 spaces 
After typing the addresses on the 
master sheet, the user can run off as 
many copies of these as he will use 
within a year or so. The master is 
then filed for later use to make extra 
copies of the sheet, if required. When 
a mailing is to be sent out, the 
gummed labels are separated, mois- 
tened, and attached to the envelope 
or mailing piece. The rest of the 
copies are kept in file until needed 
To keep the mailing list up to date, 
one set of labels can be separated and 
pasted on index cards. Old addresses 
can be crossed out and new masters 
made 


USE PERFORATED GUMMED 
LABEL STOCK TO REPRO- 
DUCE COPIES 


dustrial plants are available in five 
styles. Style RB Shop Box is illus- 
trated. The RB boxes can be stacked 
on the floor and used for regular bin- 
type storage. Hopper end permits 
easy removal of contents from boxes 
even when they are stacked. Front 
top rail is rounded to serve as a 
handle. The opposite end has a drop 
handle. Steel construction eliminates 
fire hazards. Lyon Metal Products, 
Inc., is the manufacturer. 
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MAYBE YOU DON’T 
NEED A 
DAVIDSON DUAL 


BUT LET’S 

FIND OUT 
This Davidson 
Dual is a 
money saving 
investinent for 
printing office forms 
letterheads, envelopes, bulletins, 
advertising folders ... black and white 
or multi-color... either offset or 
lette rpress. W hether you need it de- 
pends on the type and volume of your 
printing requirements. We'll gladly 
m ike in analysis and give you in ; 


honest answer... without 


obligat Write today 


Davidson puel 


DAVIDSON CORPORATION 


A SUBSIDIARY OF MERGENTHALER LINOTYPE COMPANY 
1028-60 West Adams Street, Chicago 7, Iilinois 


Phone Privacy 


Snap a ‘‘Hush-A-Phone"™ on you 


improves 
hearing Ove 100.000 
Only $10. Specify E-I or F-la 
on phone handle. A 
Catalog on request 
Hush-A-Phone Corp. 
Reem 720. 65 Madison Ave., New York 16 








Cut Costs with 


DARTNELL FORMS 


Save Time and Money 
Used 


by more than 3,000 concerns to find weak 


SaLesmMan’s Apriication BLank 


points in applicants for positions as sales- 
men. A four-page form embodying best 


features of many forms. 81x11 inches 
Write for FREE Samples 

DARTNELL CORPORATION, Publishers 

4660 Ravenswood Ave., Chicago 40, Ill. 
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wsiness VIPS 


The following literature is of special 
interest to executives active in busi- 
ness management. It is current, and 
requests for this literature received 
several months after date of this 
issue may find supplies of the various 
booklets are completely exhausted. 





211. COMMUNITY RELATIONS: 
SELECTED CASES. Fourth in a 
series of reports on community rela- 
tions, this booklet includes nine 
articles signed by executives out- 
lining various companies’ programs 
to insure good will in the communities 
where they are located. Quaker Oats, 
Standard Oil Company (Ind.), Kraft 
Foods Company, Johnson & Johnson, 
and York Corporation are among the 
companies whose community policies 
are discussed. Metropolitan Life In- 
surance Company's  Policyhoiders 
Service Bureau offers the report to 
executives interested in furthering 
good relations between company and 
community 


212. ANOTHER REMINGTON 
RtAND ACHIEVEMENT. To slash 
your office costs, to increase your typ- 
ing production, to meet your every 
typing need, use the new Electri- 
conomy typewriter. A folder full of 
interesting booklets proves to readers 
that you can have more typing pro- 
duction for less money. For example, 
one company gave its typists Electri- 
conomy typewriters ‘and then found 
it needed one less typing station than 
before. Annual saving: $2,500. Rem- 
ington Rand Inc. will gladly send you 
a copy. 


213. FOR PROFITS YOU NEVER 
THOUGHT POSSIBLE. The Multiple 
Davidson Dual consists of two print- 


ing units, an automatic suction pile 


feeder, and an intermediate conveyor 
which carries the sheets from the first 
printing unit to the second. Each of 
the two units can print either offset 
or letterpress. The change-over is 
easily made. This colorful booklet 
lists an impressive number of print- 
ing jobs that can be done on the 
Multiple Davidson Dual, in one opera- 
tion, by one operator 


214. CHART YOUR PROGRESS 
WITH CHART-PAK. Draftsmen are 
now at a premium—they are needed 
for defense work. This booklet tells 
how you can save the draftsmen’s 
time by letting office workers make 
charts with Chart-Pak. The simple 
system of making charts by using 


rolls of adhesive tape—-printed in 


various designs, rectangles, and ac- 
cessories, on a laminated board is 
pictured and described. Chart-Pak 
Inc., will send you a copy of this in- 
teresting booklet on request 


215. RITE-LINE COPYHOLDER 
Tired eyes are costly, points out a 
fact-filled booklet. Then the copy tells 
how to put an end to eyestrain and 
the resulting errors, and to increase 
production at the same time. The 
remedy is simple: Provide Rite-Line 
Copyholders for your secretaries, 
stenographers, and typists. Booklet 
goes on to show how the copyholders 
will pay for themselves over and over 
again. Get your copy from Rite-Line 
Corporation 


216. BUSINESS AS UNUSUAL. 
Clever title, isn’t it? The gist of this 
booklet is that the words “usual” and 
“normal” are deceptive. There has 
been nothing usual or normal about 
business for the past 5 years, or 25 
years, or 100 years. Business is sensi- 
tive to all kinds of conditions, and we 
must take them in stride and treat 
the unusual as ordinary—but always 
worthy of notice. Dun & Bradstreet’s 
inspiring booklet sums up the situa- 
tion by showing that even in these 
troublesome times, there are seven 
indications that business is better 
than ever. If you're tired of gloomy 
forecasts and crapehangers, send fo: 
this provocative account of “business 
as unusual.” 


217. SABOTAGE—-HOW TO GUARD 
AGAINST IT. Designed for company 
distribution to employees, a new 
booklet is being offered by National 
Foremen’s Institute, Inc. The 12-page 
reprint of the best selling manual of 
the same title by Harry D. Farren 
costs 25 cents a single copy. Because 
of the nature of the subject matter 
the publisher is extending a good dis- 
count to companies who order large 
quantities of the booklet 


218. BUYER’S GUIDE 

SENGER ELEVATORS 
diagrams, curves, 
histories pepper the text of a booklet 
that helps the buyer decide upon the 
correct elevator transportation for 
his company. Selecting the right num- 
ber of with examples 
given——and the right size and capac- 
ity, installation data, safety features 
and modernizing existing elevator 
systems are among the subjects 
covered. Westinghouse Electric Cor- 
poration, Elevator Division, will send 
booklet B-4572 to anyone requesting 
it on his company letterhead 


FOR PAS- 
Pictures 
tables, and case 


elevators 


219. SNEAD SYSTEM COMPACT 
STORAGE. A novel solution to the 
problem of storing books and other 
material in a manner which is com- 
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pact, accessible, and economical is 
presented in an interesting booklet. 
Snead & Company offers the booklet, 
which shows how swinging stacks can 
house your books in a small space, 
yet keep them easy to reach. The 
saving in space is worth looking into. 


* * * 


2110. COIL WEIGHT CALCULA- 
TOR. Here is a gadget ready to com- 
pute in an instant the weight and 
length of strip metals in coils or 
straight lengths. Designed so that 
basic calculations are for cold-rolled 
strip steel, the calculator includes a 
factor table which helps the user 
find his answer for aluminum, brass, 
copper, magnesium, monel, zinc, and 
other metals. Engineers, estimators, 
purchasing agents, pressroom fore- 
men, slitter operators, and other in- 
terested men can get this calculator 
by writing to Precision Steel Ware- 
house, Inc. 


| 


Requests for these booklets may be 
sent either direct to the company, 
or check the number below, clip 
and attach your company letterhead, 
and mail to the Editor, AMERICAN 
BUSINESS, 4660 Ravenswood Avenue, 
Chicago 40, Illinois. 


* * * 


211. Policyholders Service Bureau, 
Metropolitan Life Insurance 
Company, 1 Madison Ave., 
New York 10, N. Y. 

2. Remington Rand Inc., 315 
Fourth Ave., New York 10, 
N. Y. 

. Davidson Corporation, 1028 W. 
Adams St., Chicago 7, Il. 


4. Chart-Pak, Inc., 104 Lincoln 
Ave., Stamford, Conn. 

. Rite-Line Corporation, 1025 
15th St., N. W., Washington 
Cac 

. Dun & Bradstreet, Inc., 290 
Broadway, New York 8, N. Y. 

. National Foremen’s Institute, 
Inc., New London, Conn. (25 
cents) 

. Elevator Div., Westinghouse 
Electric Corporation, Jersey 
City, N. J. (B-4572) 

. Snead & Company, Orange, Va. 

. Precision Steel Warehouse, Inc., 
4401 W. Kinzie St., Chicago 
24, Ii. 


February 1951 








WHERE SPACE IS AT A PREMIUM 
AND CONFIDENCE IS IMPORTANT 





Equip your office with Wiltshire Modern 
Consultation Desks and you invite visitors 
to stay and discuss their business with 
you. Designed for private conference 


er 


lies 


between two or more persons... this 
versatile desk allows comfortable, close- 
in seating on three sides, right AT the 
desk. It's ideal for banks, finance offices, 
wherever space is at a 

premium and confidence 

is a major factor. See it 

at your dealer's now! 


MEMBER CROWDED? Send ten cents for 
Imperial's Office Planning Guide 
| yi to help you redesign your of 
tse fice for more space. Guide is 
complete with floor plan, cut 
outs, helpful advice No cramped backs or 


bumped knees to strain re- 

rs lations when you have 

Emperial Wiltshire Modern Consulta 
tion Desks in your office 


desk company 
EVANSVILLE 7, INDIANA 








MUITPLEY 


VISUAL RECORD SYSTEMS 


---Your Important Records 
are Always Right at your Finger Tips 
... Ready for Quick Reference 


Stop wasting time rummag- 

ing through desk drawers 

and crowded files when im- 

portant papers are needed 

in a hurry. Post them on 

the swinging panels of a 

Multiplex where they car 

be kept up to date and al- 

ways ready for immediate 

pie a In hundreds of business « 
. show rooms and sales room 


will find Multiplex Visu 


Send for your copy of our new catalog 
and find out how Multiplex can help put 
efficiency into your business 
ee ee ee ee ee ee 
MULTIPLEX DISPLAY FIXTURE CO 
916-926 N. Tenth St., St. Louis 1, Mo 
Gentlemen 
Send me a cr M 


»p 
Equi 


ment Cata 
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Sometimes the word “FILE” is onfusing! | 





Pendaflex 


HANGING FOLDERS 
% y Adjustable index tabs 
- ¥ 4—— Low cost frame fits any 
— mi file cabinet drawer 
AX 4 — Folders always hang 
| | upright on frame. 


L 


. Used in offices of the na- 
. i“ tion's great industrial and 
; commercial organizations. 


Pendaflex Cuts Filing Costs 20% or MORE! 
<< S S SSS SSS SS SSS SSS SS SS 
OXFORD FILING SUPPLY CO., INC, A-l 
Clinton Road, Garden City, N. Y. 
Send us your Pendaflex Catalogue, and name of 
nearby Pendaflex dealer. 
Name 
Company 
Address 


City State 


we SHRED ALL 


WASTE PAPER SHREDDER 


Quickly shreds newspapers, magazines, 
waste paper, tissue, cellophane, corru- 
gated cartons, wax paper, etc., into uniform 
resilient strands ideal for packing pur- 
poses. Especially adapted to shredding 
confidential records, blueprints, etc., per- 
mitting the return of this high-grade paper 
to the paper mills, for re-use. 

Compact, economical, safe. All revolving parts 
are covered. Instantly adjustable. Shreds 4” to 
%”. Designed for continuous and trouble-free 

service. 


FREE TRIAL 
Gperate a SHRED ALL 30 days. if 
not satisfied—return—owe nothing. 


UNIVERSAL SHREDDER COMPANY 
SAGINAW, MICHIGAN 
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IEW BOOKS 


SO YOU’RE GOING TO CHOOSE 
AN ADVERTISING AGENCY. By 
James Thomas Chirurg, with a dual 
introduction by Elon G. _ Borton, 
president, Advertising Federation of 
America, and Bernard M. Dolan, 
president, National Industrial Ad- 
vertisers Association. 

Cbjectively, this 105-page guide 
may be of some assistance to an 
executive associated with a small 
firm who is contemplating the use 
of media to develop new markets or 
increase his volume in the present 
market. A small firm may success- 
fully employ Mr. Chirurg’s methods 
of requesting written answers to the 
suggested questions listed in this 
publication. But unless a_ smaller 
tirm has appropriated a substantial 
budget, agencies will not be very co- 
operative in supplying answers to the 
questions submitted. 

Subjectively, Mr. Chirurg has pre- 
sented a good manual for big busi- 
ness with large appropriations for 
advertising. Agencies in general may 
benefit from this book by taking an 
inventory of their stock and trade 

“To spend advertising funds, you 
need merely to hire a good advertis- 
ing practitioner,” said Mr. Chirurg, 
“but to invest advertising funds you 
will expect more results from your 
advertising.” A chapter of well- 
chosen words is devoted to advertis- 
ing expenditures. 

The three classifications of ad- 
vertising agencies are the one-man, 
multiple, and functionalized types, 
and the advantages and disadvan- 
tages of each are given. 

Other chapters treat such phases 
as general or specialized agencies, 
large and small agencies, creative 
work available, media, the mechani- 
cal capacity, and business considera- 
tions. These features are listed to 
show the importance of each in rela- 
tion to what the advertiser can 
depend upon for his investment. The 
eight leading questions given in this 
book are developed to include all 
phases of service of agency depart- 
ments and personnel. 

The author is the president of the 
advertising agency bearing his name. 
He is a past member of the Board 
of Governors, American Association 
of Advertising Agencies. Funk & 
Wagnalls Co., 153 E. 24th St., New 
York 10, N. Y. $3.00 





HOW TO USE MARKET RE- 
SEARCH FOR PROFIT. Willard 
M. Fox, director of market research 
for Remington Rand Inc., who writes 
with frankness and skill, has added 
a useful book to the businessman's 
library. It is not a textbook for 
would-be market research directors 
and contains no _ description of 
sampling methods, statistics, or eco- 
nomics. The author’s purpose in 
writing this book was to provide 
some method of helping businessmen 
to understand market research and 
use it wisely. 


As Mr. Fox points out, market 
research is relatively new, having a 
history of only 40 years. Since it is 
new, it has had its share of shoddy 
practitioners, abuse, misuse, and 
misunderstanding. The author feels 
that much of the wasted money in 
market research is the responsibility 
of the executives who authorize it 
neediessly. To know what market 
research can do and cannot do is 
all-important. It is within this area 
that the book is particularly helpful. 

The author defines market re- 
search as “the art of accumulating, 
arranging, classifying, analyzing, in- 
terpreting, and organizing data from 
primary and derivative sources, both 
internal and external.” He is con- 
vinced that this process can provide 
management with bases for sound 
judgments. 

Among the problems covered are: 
Establishing normal sales expect- 
ancy, how to analyze territories for 
profit increase, salesmen’s compen- 
sation, establishing salesmen’s quo- 
tas, uncovering buying factors, analy- 
sis of trends, finding economical lots. 

How to Use Market Research for 
Profit is interesting, detailed, and 
well organized. Any businessman 
who has misgivings about his own 
company’s market research program 
or who wants to know more about 
the subject and how it can be used 
as a tool of management, should 
have this book. Prentice-Hall, Inc., 
70 Fifth Ave., New York 11, N. Y 
$5.00. 


THE NEGRO IN AMERICAN BUSI- 
NESS. By Robert H. Kinzer and Ed- 
ward Sagarin. Negroes today represent 
about one-tenth of the United States’ 
population. But despite their num- 
bers and buying potential, they have 
been largely neglected as consumers 
by the white economy, and only par- 
tially tapped as a labor source 

Kinzer and Sagarin stress that as 
consumers Negroes vary very little 
from whites. The stereotype of the 
Negro as a dissolute spender with ab- 
normal tastes is not based upon 
facts. Recently some national firms 
have begun to see the Negro’s buying 
potential and to seek his business. 

As a source of manpower, the 
Negro has even more been denied 
integration into the national economy. 
A separate economy for Negroes de- 
veloped shortly after emancipation 
both to meet consumer needs and to 
provide jobs and experience for 
Negroes. The authors trace the his- 
torical role of this separatist economy, 
showing both its benefits and its 
limitations to the Negro group 

The chief value of the separate 
economy for Negroes is that it has 
provided a training ground and has 
shown the nation that Negroes can 
successfully run banks, operate large 
insurance companies, and generally 
act as financially wise entrepreneurs 

One point the authors make is par- 
ticularly timely-—that since the na- 
tion stands as an example to the free 
world, segregation and oppression of 
the Negro make excellent targets for 
detractors who argue the United 
States is not the democracy it claims 
to be. 

America can gain greatly in the 
“war of ideas” by realistically facing 
this challenge today. Greenberg, pub- 
lisher, 201 E. 57th St., New York 22, 
N. Y. $2.50 
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WHERE TO BUY IT eee ee SERVICES and SUPPLIES 


SALARIED POSITIONS 
. $3,500 to $35,000 G ’ 
Steel Signals We offer the original personal employment Steel vide Tabs 


service (established 41 years) -rocedure 


of highest ethical standards is individual- Are Your Guide Tabs 
BROKEN? soa siccincre 

















ized to your personal requirements 
THIS covered; present position protected 
for particulars. R. W. BIXBY, IN¢ 
CARD Dun Bldg., Buffalo 2, N. Y 
OF 
SAMPLES 


FREE 





Inventions for Sale 
Unbreakable spring jaws 
clamp them firmly to cards but 
EXPLOIT NEW INVENTIONS and make permitremovalor rearrangement 
money. Write for our free « sifi on sheet Large epenings covered by trans- 
of inventions for sale. AD AM. FISHER CO pa pyroxylin, white, blue, green, yellow, pink or red. 
41 Enright, St. Louis, Mo able tabels in perforated strips for typing 

%, 1 in. wide and 2in. Tops straig or bent back 
he by best statieners, U.S. and foreign, or sent post- 
paid to responsible firms on 30 days’ tria). Price list free. 





nal vital facts with Cook’s File 
gnals—automatic reminders, in- 
valuable for classifying, indexing 
data. Card of actual samples (all 
styles, colors) free ; no obligation. 
The K. C. Cook Co., 38 Beaver St. SPhsase Meatice Now filling orders promptly 
Ansonia, Conn. . » £2 2 
Rae “AMERICAN BUSINESS” — ro ed a ace —_ —_ 
I e used b onnec € 
< waa FILE When Writing to Advertisers Employment Service 


Shen, 7-4 a CHAS, C, SMITH, Mfr., Box 650, Exeter, Nebr. 























to Make an Editor Happy 


“Reader service” is the name given to the staff But they learn something, too! Only ones that 
members responsible for answering queries from make us holler “uncle’’ read like this: ‘‘Please send 
readers about office problems. Some of the ques- me, by return mail, a marketing outline for a com- 
tions are simple—those asking for addresses of pany in the such-and-such line doing an annual 
manufacturers whose products have been featured business of $500,000."" So here’s how to make the 
in New Equipment, for example. Others are harder, editor smile: Ask his advice. Whenever he can, 
and the staff may have to dig a little for the facts. he'll be glad to help you. 
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F WE are to have all-out war it will probably 

come soon—this spring—or not at all. This 
is the conviction of persons who ought to know. 
The danger of early war lies in the fact that 
both the United States and the Soviet Union 
believe, or their leaders want their people to 
believe, that the other country is out to domi- 
nate the world while they want peace. If the 
men in the Kremlin really think war is in- 
evitable and that capitalism must be destroyed 
by force of arms, then it would be to Russia’s 
advantage to strike this spring, rather than to 
wait for the Western powers to completely 
mobilize. It would probably start with a Rus- 
sian seizure of Near East oil fields. Russia can- 
not fight a world war successfully without that 
oil. So if Russia reaches for oil this spring, 
business would be justified in figuring the cur- 
tain is going up on World War ITI. But if, on 
the other hand, Russian strategy is confined 
to weakening the Western powers by keeping 
them bogged down in Asia, and at the same 
time making China, India, and Japan depend- 
ent upon Russian aid, business might assume 
the danger of global war in 1951 is remote, and 
go ahead with sales and other plans. While no 
one can say for sure whether or not we will 
have all-out war this year, the belief in Wash- 
ington and London is that there will be no 
war unless we blunder into it. 


War-Fat Pay Checks 


One thing employers can do to help put the 
brakes on inflation is to point out to their em- 
plovees the danger of free spending when 
there are not enough goods to-go-around. Ob- 
viously, if we are going to finance the defense 
program on a pay-as-we-go basis, the huge 
sums of money which will be needed cannot be 
“taken from the top.” Unele Sam must reach 
deeper into the pockets of the middle income 
groups those earning from $3,600 to $12,000 
a year. As L. R. Boulware, General Electric 
vice president, said in a Cleveland speech the 
other day: “A particular point that must be 
kept in mind if inflation is to be avoided is that 
sufficiently increased taxes to sop up the extra 
money must be levied...That money... is 
found not in the hands of a few but in the hands 
of the broad group of folks who not only spend 
most all their income in ordinary times but also 
continue to do so when surplus of income over 
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expenditures could take place by reason of sud- 
denly having higher incomes from longer 
hours, or from more people in the family being 
at work, or from suddenly having less con- 
sumer goods of some kinds available for pur- 
chase, or from other typical wartime causes.” 
To convince employees that they should not 
spend all they earn, and that they should reduce 
their standard of living to conform to a war 
economy will not be easy. But it needs to be 
done, and done at the plant level. It is destined 
to become management’s responsibility in the 
emergency now facing us all. 


Vanishing Dollars 


In spite of Wall Street’s contention that 
securities are cheap when you consider they are 
quoted in 50-cent dollars, more and mor 
people are concluding that the time may not 
be far off when the market is due to fall flat 
on its face. It is any man’s guess. But the bot- 
tom could also fall out of the bond market if 
the Treasury stopped pegging the price of 
U'. S. Government bonds. And so long as we 
continue to spend $70 billion annually for na- 
tional defense, who can say how much the buy- 
ing power of dollars in the bank will deterio- 
rate’ So what is a business executive who wants 
to “salt down” his 1950 bonus to do? Making 
money has become relatively easy, but hanging 
on to it is becoming progressively more dif- 
ficult. Perhaps one answer is to invest in man- 
agement. There are a select number of com- 
panies in these United States and in Canada 
which are extremely well managed, which are 
engaged in making and selling necessities on a 
national scale, and which have maintained 
dividends on their common shares for a long 
time. As a result their stock is in demand by 
“prudent investors” for trusts and investment 
funds as well as by the company’s own em- 
ployees and the public. One of these is Swift 
& Company, another is Eastman Kodak Com- 
pany, others are Burroughs Adding Machine 
Company, International Business Machines 
Corporation, and William Wrigley, Jr., Co. 
While buying and holding shares in these com- 
panies is in no sense a hedge against inflation 
(we do not believe there is any such thing). 
these shares do offer an attractive return and 
a reasonable amount of security over th 
long term.— J. C. A. 
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Yet the cost of owning a National 
Accounting Machine is only a fraction 
of what it saves! 

Frequently the saving returns the en- 
tire cost of the machine the first year, 
then runs on year after vear as handsome 
profit. 

This new National “31” has an ex- 
clusive combination of cost-cutting fea- 
tures. On some jobs it does two-thirds 
of the work automatically. It produces 
several records simultaneously. It handles 
a wide variety of accounting jobs, and 


THE NATIONAL CASH REGISTER COMPANY 


can be switched from one job to another 
in seconds. 

The operators are pleased, too, be- 
cause they accomplish so much more 
with less effort—and have the satisfaction 
of producing better and neater account 
ing records, with absolute accuracy 

‘What savings (and other benefits) can 
you obtain with a National? The local 
National representative a trained sys- 
tems analyst —will gladly show you, with- 
out cost or obligation. Why not phone 


him today? 


¥, Ohio 


MWaltonal 


ACCOUNTING MACHINES 
CASH REGISTERS * ADDING MACHINES 
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Cleanliness Improve Your Business! 
Use LINEN and TOWEL SERVICE 


... the /ow cost service that supplies you 
with fresh, clean cotton towels, uniforms, 
and other items... in the quantity, style and 
sizes you want, when you want them! 


Saves YouMoney—Improves Your Business 
.. + You never invest a penny in expensive 
linens when you use Servilinen. Your busi- 
ness 1s better because people like to do busi- 
ness where cleanliness is apparent. 


Guards Public Health... Hygienically clean 
linens guard public health, give your busi- 
ness a reputation for immaculate cleanliness 


that invites people back again. 


improves Morale ... An abundance of soft, 
clean cotton towels enables everyone to 
look better, work better, feel better on 


the job. 


CALL the Linen & Towel Supplier in your 
locality—he'll show you how to improve 
business, save money. Get the interesting, 
informative booklet giving complete de- 
tails about Servilinen by WRITING DIRECT 
TO: The Linen Supply Assn. cr America, 
22 W. Monroe St., Chicago 3, Illinois, 


Servilinen 


The Quality Service Obtainable from Members of 
LINEN SUPPLY ASSOCIATION OF AMERICA 


This campaign is being sponsored in the interests of the linen supply industry by 


Division of Opelika Manufacturing Corporation, furnishers of washable service 


apparel and towels to the linen supply industry 





